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B
Writing Correctly

Using Grammar

■ Agreement
■ Case
■ Dangling Modifier
■ Misplaced Modifier
■ Parallel Structure
■ Predication Errors

Understanding Punctuation

Punctuating Sentences

■ Comma Splices
■ Run-on Sentences
■ Fused Sentences
■ Sentence Fragments

Punctuation within Sentences

■ Apostrophe
■ Colon

■ Comma
■ Dash
■ Hyphen
■ Parentheses
■ Period
■ Semicolon

Special Punctuation Marks

■ Quotation Marks
■ Square Brackets
■ Ellipses
■ Underlining and Italics

Writing Numbers and Dates

Words That Are Often Confused

Proofreading Symbols

T
oo much concern for correctness at the wrong stage of the writing
process can backfire: writers who worry about grammar and punctua-
tion when they’re writing a first or second draft are more likely to get

writer’s block. Wait till you have your ideas on paper to check your draft for
correct grammar, punctuation, typing of numbers and dates, and word use.
Use the proofreading symbols at the end of this appendix to indicate changes
needed in a typed copy.

Most writers make a small number of grammatical errors repeatedly. Most
readers care deeply about only a few grammatical points. Keep track of the
feedback you get (from your instructors now, from your supervisor later) and
put your energy into correcting the errors that bother the people who read
what you write. A command of standard grammar will help you build the
credible, professional image you want to create with everything you write.
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Using Grammar
With the possible exception of spelling, grammar is the aspect of writing that

writers seem to find most troublesome. Faulty grammar is often what ex-
ecutives are objecting to when they complain that college graduates or
MBAs “can’t write.” See the BAC Web site for links that explain grammar.

Agreement
Subjects and verbs agree when they are both singular or both plural.

Incorrect: The accountants who conducted the audit was recommended highly.

Correct: The accountants who conducted the audit were recommended highly.

Subject–verb agreement errors often occur when other words come between
the subject and the verb. Edit your draft by finding the subject and the verb of
each sentence.

American usage treats company names and the words company and govern-
ment as singular nouns. British usage treats them as plural:

Correct (US): State Farm Insurance trains its agents well.

Correct (Great Britain): Lloyds of London train their agents well.

Use a plural verb when two or more singular subjects are joined by and.

Correct: Larry McGreevy and I are planning to visit the client.

Use a singular verb when two or more singular subjects are joined by or, nor,
or but.

Correct: Either the shipping clerk or the superintendent has to sign the order.

When the sentence begins with Here or There, make the verb agree with the
subject that follows the verb.

Correct: Here is the booklet you asked for.

Correct: There are the blueprints I wanted.

Note that some words that end in s are considered to be singular and require
singular verbs.

Correct: A series of meetings is planned.

When a situation doesn’t seem to fit the rules, or when following a rule pro-
duces an awkward sentence, revise the sentence to avoid the problem.

Problematic: The Plant Manager in addition to the sales representative (was, were?)
pleased with the new system.

Better: The Plant Manager and the sales representative were pleased with the
new system.

Problematic: None of us (is, are?) perfect.

Better: All of us have faults.

Errors in noun–pronoun agreement occur if a pronoun is of a different num-
ber or person than the word it refers to.

Incorrect: All drivers of leased automobiles are billed $100 if damages to his automo-
bile are caused by a collision.

Correct: All drivers of leased automobiles are billed $100 if damages to their auto-
mobiles are caused by collisions.

Incorrect: A manager has only yourself to blame if things go wrong.

Correct: As a manager, you have only yourself to blame if things go wrong.
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Banished
Words*

Correct grammar
and spelling are basic ways to sig-
nal careful, intelligent writing. An-
other fundamental is to choose
words and phrases that say what
you mean. Out of habit or careless-
ness, however, writers may sprinkle
their work with meaningless words.

To highlight the problem, Lake
Superior State University each Jan-
uary announces its “List of Words
Banished from the Queen’s English
for Mis-Use, Over-Use and General
Uselessness.” A sample from 2003
and 2004:

• Captured alive—If someone is
dead, it’s too late to capture
him or her.

• Place stamp here (on a return
envelope)—This phrase states
the obvious. Mail requires
postage; we know where to
put the stamp, don’t we?

• On the ground (in news
broadcasts)—With the
exception of the occasional
report from a helicopter or
battleship, where else would
the reporter be?

• Extreme (in advertisements)—
This word has been attached
to so many products, it no
longer means anything.
Extreme deodorants?
Extremely what?

• Make no mistake about it—
This phrase seems to insult
the listener. It is a kind of filler
that seems to mean only “Pay
attention to what I will say.”

*Based on Lake Superior State Univer-
sity, “Banished Words List,” “The His-
tory of Word Banishment,” “2004 List of
Banished Words,” and “2003 List of
Banished Words,” all downloaded from
the LSSU Web site, www.lssu.edu on
September 20, 2004.
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The following words require a singular pronunciation:

everybody neither
each nobody
either a person
everyone

Correct: Everyone should bring his or her copy of the manual to the next session on
changes in the law.

If the pronoun pairs necessary to avoid sexism seem cumbersome, avoid the
terms in this list. Instead, use words that take plural pronouns or use second-
person you.

Each pronoun must refer to a specific word. If a pronoun does not refer to a
specific term, add a word to correct the error.

Incorrect: We will open three new stores in the suburbs. This will bring us closer to our
customers.

Correct: We will open three new stores in the suburbs. This strategy will bring us
closer to our customers.

Hint: Make sure this and it refer to a specific noun in the previous sentence.
If either refers to an idea, add a noun (“this strategy”) to make the sentence
grammatically correct.

Use who and whom to refer to people and which to refer to objects. That can
refer to anything: people, animals, organizations, and objects.

Correct: The new Executive Director, who moved here from Boston, is already making
friends.

Correct: The information which she wants will be available tomorrow.

Correct This confirms the price that I quoted you this morning.

Case
Case refers to the grammatical role a noun or pronoun plays in a sentence. Fig-
ure B.1 identifies the case of each personal pronoun.

Use nominative case pronouns for the subject of a clause.

Correct: Shannon Weaver and I talked to the customer, who was interested in learning
more about integrated software.
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The Errors 
That Bother
People in
Organizations*

Professor Maxine
Hairston constructed a question-
naire with 65 sentences, each with
one grammatical error. The admin-
istrators, executives, and business
people who responded were most
bothered by the following:

• Wrong verb forms (“he brung
his secretary with him”)

• Double negatives

• Objective pronoun used for
subject of sentence (“Him and
Richards were the last ones
hired.”)

• Sentence fragments

• Run-on sentences

• Failure to capitalize proper
names

• “Would of” for “would have”

• Lack of subject–verb
agreement

• Comma between verb and
complement (“Cox cannot
predict, that street crime will
diminish.”)

• Lack of parallelism

• Adverb errors (“He treats his
men bad.”)

• “Set” for “sit”

They also disliked

• Errors in word meaning

• Dangling modifiers

• “I” as objective pronoun (“The
army moved my husband
and I”)

• Not setting off interrupters
(e.g., “However”) with
commas

• Tense switching

• Plural modifiers with singular
nouns.

*Based on Maxine Hairston, “Not All Er-
rors Are Created Equal: Nonacademic
Readers in the Professions Respond to
Lapses in Usage,” College English 43,
no. 8 (December 1981), 794–806.

Figure B.1 The Case of the Personal Pronoun

Nominative
(subject of Reflexive/
clause) Possessive Objective intensive

Singular
1st person I my, mine me myself
2nd person you your, yours you yourself
3rd person he/she/it his/her(s)/its him/her/it himself/herself/itself

one/who one’s/whose one/whom oneself/(no form)
Plural
1st person we our, ours us ourselves
2nd person you your, yours you yourselves
3rd person they their, theirs them themselves
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Use possessive case pronouns to show who or what something belongs to.

Correct: Microsoft Office will exactly meet her needs.

Use objective case pronouns as objects of verbs or prepositions.

Correct: When you send in the quote, thank her for the courtesy she showed Shannon
and me.

Hint: Use whom when him would fit grammatically in the same place in your
sentence.

I am writing this letter to (who/whom?) it may concern.

I am writing this letter to him.

Whom is correct.

Have we decided (who, whom?) will take notes?

Have we decided he will take notes?

Who is correct.

Use reflexive and intensive case pronouns to refer to or emphasize a noun
or pronoun that has already appeared in the sentence.

Correct: I myself think the call was a very productive one.

Do not use reflexive pronouns as subjects of clauses or as objects of verbs or
propositions.

Incorrect: Elaine and myself will follow up on this order.

Correct: Elaine and I will follow up on this order.

Incorrect: He gave the order to Dan and myself.

Correct: He gave the order to Dan and me.

Note that the first-person pronoun comes after names or pronouns that re-
fer to other people.

Dangling Modifier
A modifier is a word or phrase that gives more information about the subject,
verb, or object in a clause. A dangling modifier refers to a word that is not ac-
tually in the sentence. The solution is to reword the modifier so that it is gram-
matically correct.

Incorrect: Confirming our conversation, the truck will leave Monday. [The speaker is
doing the confirming. But the speaker isn’t in the sentence.]

Incorrect: At the age of eight, I began teaching my children about American business.

[This sentence says that the author was eight when he or she had children
who could understand business.]

Correct a dangling modifier in one of these ways:

• Recast the modifier as a subordinate clause.

Correct: As I told you, the truck will leave Monday.

Correct: When they were eight, I began teaching my children about American business.

• Revise the main clause so its subject or object can be modified by the now-
dangling phrase.

Correct: Confirming our conversation, I have scheduled the truck to leave Monday.

Correct: At the age of eight, my children began learning about American business.
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Hint: Whenever you use a verb or adjective that ends in -ing, make sure it
modifies the grammatical subject of your sentence. If it doesn’t, reword the
sentence.

Misplaced Modifier
A misplaced modifier appears to modify another element of the sentence than
the writer intended.

Incorrect: Customers who complain often alert us to changes we need to make.
[Does the sentence mean that customers must complain frequently to
teach us something? Or is the meaning that frequently we learn from
complaints?]

Correct a misplaced modifier by moving it closer to the word it modifies or
by adding punctuation to clarify your meaning. If a modifier modifies the
whole sentence, use it as an introductory phrase or clause; follow it with a
comma.

Correct: Often, customers who complain alert us to changes we need to make.

Parallel Structure
Items in a series or list must have the same grammatical structure.

Not parallel: In the second month of your internship, you will
1. Learn how to resolve customers’ complaints.
2. Supervision of desk staff.
3. Interns will help plan store displays.

Parallel: In the second month of your internship, you will
1. Learn how to resolve customers’ complaints.
2. Supervise desk staff.
3. Plan store displays.

Also parallel: Duties in the second month of your internship include resolving cus-
tomers’ complaints, supervising desk staff, and planning store displays.

Hint: When you have two or three items in a list (whether the list is horizontal
or vertical) make sure the items are in the same grammatical form. Put lists ver-
tically to make them easier to see.

Predication Errors
The predicate of a sentence must fit grammatically and logically with the subject.

In sentences using is and other linking verbs, the complement must be a
noun, an adjective, or a noun clause.

Incorrect: The reason for this change is because the SEC now requires fuller disclosure.

Correct: The reason for this change is that the SEC now requires fuller disclosure.

Make sure that the verb describes the action done by or done to the subject.

Incorrect: Our goals should begin immediately.

Correct: Implementing our goals should begin immediately.

Understanding Punctuation
Punctuation marks are road signs to help readers predict what comes next. (See
Figure B.2.)
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Anguished 
English*

Richard Lederer
recorded the follow-

ing howlers:

• CEMETERY ALLOWS
PEOPLE TO BE BURIED BY
THEIR PETS.

• KICKING BABY
CONSIDERED TO BE
HEALTHY

• DIRECTOR OF TRUMAN
LIBRARY KNOWS
NEWSMAN’S PROBLEMS—
HE WAS ONE.

• MAN FOUND BEATEN,
ROBBED BY POLICE

*Quoted from Richard Lederer, More
Anguished English (New York: Dela-
corte Press, 1993), 166–67.
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When you move from the subject to the verb, you’re going in a straight
line; no comma is needed. When you end an introductory phrase or clause,
the comma tells readers the introduction is over and you’re turning to the
main clause. When words interrupt the main clause, like this, commas tell
the reader when to turn off the main clause for a short side route and when
to return.

Some people have been told to put commas where they’d take breaths.
That’s bad advice. How often you’d take a breath depends on how big your
lung capacity is, how fast and how loud you’re speaking, and the emphasis
you want. Commas aren’t breaths. Instead, like other punctuation, they’re
road signs.

Punctuating Sentences
A sentence contains at least one main clause. A main or independent clause is
a complete statement. A subordinate or dependent clause contains both a sub-
ject and a verb but is not a complete statement and cannot stand by itself. A
phrase is a group of words that does not contain both a subject and a verb.

Main clauses
Your order will arrive Thursday.
He dreaded talking to his supplier.
I plan to enroll for summer school classes.

Subordinate clauses
if you place your order by Monday
because he was afraid the product would be out of stock
since I want to graduate next spring

Phrases
With our current schedule
As a result
After talking to my advisor

A clause with one of the following words will be subordinate:

after if
although, though when, whenever
because, since while, as
before, until

Using the correct punctuation will enable you to avoid three major sentence
errors: comma splices, run-on sentences, and sentence fragments.
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Figure B.2 What Punctuation Tells the Reader

Mark Tells the reader

Period We’re stopping.
Semicolon What comes next is closely related to what I just said.
Colon What comes next is an example of what I just said.
Dash What comes next is a dramatic example of or a shift from what I

just said.
Comma What comes next is a slight turn, but we’re going in the same basic

direction.

What Bothers
Your Boss?

Most bosses care
deeply about only a few points of
grammar. Find out which errors
are your supervisor’s pet peeves,
and avoid them.

Any living language changes.
New usages appear first in speak-
ing. Here are four issues on which
experts currently disagree:

1. Plural pronouns to refer to
everybody, everyone, and
each. Standard grammar
says these words require
singular pronouns.

2. Split infinitives. An infinitive is
the form of a verb that
contains to: to understand. An
infinitive is split when another
word separates the to from
the rest of an infinitive: to
easily understand.

3. Hopefully to mean I hope that.
Hopefully means “in a hopeful
manner.” However, a speaker
who says “Hopefully, the rain
will stop” is talking about the
speaker’s hope, not the rain’s.

4. Verbal to mean oral. Verbal
means “using words.” Both
writing and speaking are
verbal communication.
Nonverbal communication
(for example, body language)
does not use words.

Ask your instructor and your boss
whether they are willing to accept
the less formal usage. When you
write to someone you don’t know,
use standard grammar and usage.
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Comma Splices
A comma splice or comma fault occurs when two main clauses are joined only
by a comma (instead of by a comma and a coordinating conjunction).

Incorrect: The contest will start in June, the date has not been set.

Correct a comma splice in one of the following ways:

• If the ideas are closely related, use a semicolon rather than a comma. If they
aren’t closely related, start a new sentence.

Correct: The contest will start in June; the exact date has not been set.

• Add a coordinating conjunction.

Correct: The contest will start in June, but the exact date has not been set.

• Subordinate one of the clauses.

Correct: Although the contest will start in June, the exact date has not been set.

Remember that you cannot use just a comma with the following transitions:

however nevertheless
therefore moreover

Instead, either use a semicolon to separate the clauses or start a new sentence.

Incorrect: Computerized grammar checkers do not catch every error, however, they
may be useful as a first check before an editor reads the material.

Correct: Computerized grammar checkers do not catch every error. However, they
may be useful as a first check before an editor reads the material.

Run-on Sentences
A run-on sentence strings together several main clauses using and, but, or, so,
and for. Run-on sentences and comma splices are “mirror faults.” A comma
splice uses only the comma and omits the coordinating conjunction, while a
run-on sentence uses only the conjunction and omits the comma. Correct a
short run-on sentence by adding a comma. Separate a long run-on sentence
into two or more sentences. Consider subordinating one or more of the clauses.

Incorrect: We will end up with a much smaller markup but they use a lot of this mate-
rial so the volume would be high so try to sell them on fast delivery and tell
them our quality is very high.

Correct: Although we will end up with a much smaller markup, volume would be high
since they use a lot of this material. Try to sell them on fast delivery and high
quality.

Fused Sentences
A fused sentence results when two sentences or more are fused, or joined with
neither punctuation nor conjunctions. To fix the error, add the punctuation,
add a conjunction, or subordinate one of the clauses.

Incorrect: The advantages of Intranets are clear the challenge is persuading em-
ployees to share information.

Correct: The advantages of Intranets are clear; the challenge is persuading em-
ployees to share information.

Also correct: Although the advantages of Intranets are clear, the challenge is per-
suading employees to share information.
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The Most
Common Errors
in First-Year
Composition
Papers*

A survey of hundreds of student
papers found that the following
errors were most common:

1. No comma after introductory
element

2. Vague pronoun reference

3. No comma in compound
sentence

4. Wrong word

5. No comma in nonrestrictive
clause

6. Wrong/missing inflected
endings

7. Wrong or missing
preposition

8. Comma splice

9. Possessive apostrophe error

10. Tense shift

11. Unnecessary shift in person

12. Sentence fragment

13. Wrong tense or verb form

14. Subject–verb agreement
error

15. Lack of comma in series

16. Pronoun agreement error

17. Unnecessary comma with
restrictive clause

18. Run-on or fused sentence

19. Dangling or misplaced
modifier

20. Its/it’s error

*Based on Robert J. Connors and An-
drea A. Lunsford, “Frequency of For-
mal Errors in Current College Writing,
or Ma and Pa Kettle Do Research,” Col-
lege Composition and Communication
39, no. 4 (December 1988), 403.
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Sentence Fragments
In a sentence fragment, a group of words that is not a complete sentence is
punctuated as if it were a complete sentence.

Incorrect: Observing these people, I have learned two things about the program. The
time it takes. The rewards it brings.

To fix a sentence fragment, either add whatever parts of the sentence are
missing or incorporate the fragment into the sentence before it or after it.

Correct: Observing these people, I have learned that the program is time-consuming
but rewarding.

Remember that clauses with the following words are not complete sen-
tences. Join them to a main clause.

after if
although, though when, whenever
because, since while, as
before, until

Incorrect: We need to buy a new computer system. Because our current system is
obsolete.

Correct: We need to buy a new computer system because our current system is
obsolete.

Punctuation within Sentences
The good business and administrative writer knows how to use the following
punctuation marks: apostrophes, colons, commas, dashes, hyphens, parenthe-
ses, periods, and semicolons.

Apostrophe
1. Use an apostrophe in a contraction to indicate that a letter has been omitted.

We’re trying to renegotiate the contract.

The ′90s were years of restructuring for our company.

2. To indicate possession, add an apostrophe and an s to the word.

The corporation’s home office is in Houston, Texas.

Apostrophes to indicate possession are especially essential when one
noun in a comparison is omitted.

This year’s sales will be higher than last year’s.

When a word already ends in an s, add only an apostrophe to make it
possessive.

The meeting will be held at New Orleans’ convention center.

With many terms, the placement of the apostrophe indicates whether
the noun is singular or plural.

Incorrect: The program should increase the participant’s knowledge. [Implies that
only one participant is in the program.]

Correct: The program should increase the participants’ knowledge. [Many partici-
pants are in the program.]
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The Fumblerules 
of Grammar*

1. Avoid run-on
sentences they
are hard to read.

2. A writer must not shift your
point of view.

3. Verbs has to agree with their
subjects.

4. No sentence fragments.

5. Reserve the apostrophe for
it’s proper use and omit it
when its not needed.

6. Proofread carefully to see if
you any words out.

7. Avoid commas, that are
unnecessary.

8. Steer clear of incorrect
forms of verbs that have
snuck in the language.

9. In statements involving two
word phrases make an all
out effort to use hyphens.

10. Last but not least, avoid
clichés like the plague; seek
viable alternatives.

*Quoted from William Safire, “On
Language: The Fumblerules of
Grammar,” New York Times Maga-
zine, November 11, 1979, 16, and
“On Language: Fumblerule Follow-
up,” New York Times Magazine, No-
vember 25, 1979, 14
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Hint: Use “of” in the sentence to see where the apostrophe goes.

The figures of last year � last year’s figures

The needs of our customers � our customers’ needs

Note that possessive pronouns (e.g., his, ours) usually do not have apos-
trophes. The only exception is one’s.

The company needs the goodwill of its stockholders.

His promotion was announced yesterday.

One’s greatest asset is the willingness to work hard.

3. Use an apostrophe to make plurals that could be confused for other
words.

I earned A’s in all my business courses.

However, other plurals do not use apostrophes.

Colon
1. Use a colon to separate a main clause and a list that explains the last ele-

ment in the clause. The items in the list are specific examples of the word
that appears immediately before the colon.

Please order the following supplies:

Printer cartridges

Computer paper (20-lb. white bond)

Bond paper (25-lb., white, 25% cotton)

Company letterhead

Company envelopes

When the list is presented vertically, capitalize the first letter of each
item in the list. When the list is run in with the sentence, you don’t need to
capitalize the first letter after the colon.

Please order the following supplies: printer cartridges, computer paper (20-lb. white
bond), bond paper (25-lb., white, 25% cotton), company letterhead, and company
envelopes.

Do not use a colon when the list is grammatically part of the main clause.

Incorrect: The rooms will have coordinated decors in natural colors such as: egg-
plant, moss, and mushroom.

Correct: The rooms will have coordinated decors in natural colors such as egg-
plant, moss, and mushroom.

Also correct: The rooms will have coordinated decors in a variety of natural colors:
eggplant, moss, and mushroom.

If the list is presented vertically, some authorities suggest introducing
the list with a colon even though the words preceding the colon are not a
complete sentence.

2. Use a colon to join two independent clauses when the second clause ex-
plains or restates the first clause.

Selling is simple: give people the service they need, and they’ll come back with more
orders.
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The History of
Punctuation*

WHENWRITING
BEGANTHERE

WERENOBREAKS
BETWEENWORDS

In inscriptions on monuments in
ancient Greece, breaks were
chosen to create balance and
proportion.

W H E N W R I T I
N G B E G A N T H
E R E W E R E N O
B R E A K S B E T
W E E N W O R D S
In the third century BC, Aristo-

phanes added a dot high in the
line (like this •), after a complete
thought, or periodos. For part of a
complete thought, or colon, he
used a dot on the line (like this •).
For a comma, or subdivision of a
colon, he used a dot halfway up
(like this •).

The monks in the Middle Ages
substituted a strong slash for the
midway dot. As time went on, the
strong slash was shortened and
acquired a curl—becoming our
comma today.

*Based on Lionel Casson, 
“howandwhy 
punctuationevercametobeinvented,”
Smithsonian 19, no. 7 (October 
1988), 216.
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Comma
1. Use commas to separate the main clause from an introductory clause, the

reader’s name, or words that interrupt the main clause. Note that commas
both precede and follow the interrupting information.

R. J. Garcia, the new Sales Manager, comes to us from the Des Moines office.

A nonessential clause gives extra information that is not needed to iden-
tify the noun it modifies. Because nonessential clauses give extra informa-
tion, they need extra commas.

Sue Decker, who wants to advance in the organization, has signed up for the company
training program in sales techniques.

Do not use commas to set off information that restricts the meaning of a
noun or pronoun. Essential clauses give essential, not extra, information.

Anyone � who wants to advance in the organization � should take advantage of on-
the-job training.

Do not use commas to separate the subject from the verb, even if you
would take a breath after a long subject.

Incorrect: Laws requiring anyone collecting $5,000 or more on behalf of another per-
son, apply to schools and private individuals as well to charitable groups
and professional fund-raisers.

Correct: Laws requiring anyone collecting $5,000 or more on behalf of another per-
son � apply to schools and private individuals as well to charitable groups
and professional fund-raisers.

2. Use a comma after the first clause in a compound sentence if the clauses
are long or if they have different subjects.

This policy eliminates all sick-leave credit of the employee at the time of retirement,
and payment will be made only once to any individual.

Do not use commas to join independent clauses without a conjunction.
Doing so produces comma splices.

3. Use commas to separate items in a series. Using a comma before the and or
or is not required by some authorities, but using a comma always adds
clarity. The comma is essential if any of the items in the series themselves
contain the word and.

The company pays the full cost of hospitalization insurance for eligible employees,
spouses, and unmarried dependent children under age 23.

Dash
Use dashes to emphasize a break in thought.

Ryertex comes in 30 grades—each with a special use.

To type a dash, use two hyphens with no space before or after.

Hyphen
1. Use a hyphen to indicate that a word has been divided between two lines.

Attach the original receipts for lodging, meals, tips, transportation, and registration fees.
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Pity the
Apostrophe*

The apostrophe is so of-
ten misused that in Eng-

land John Richards founded
the Apostrophe Protection Society.
The society’s Web site, www.
apostrophe.fisnet.co.uk, summa-
rizes the basic rules for using apos-
trophes in English. The entertaining
part of the Web site is its examples,
photos of signs that have abused
apostrophes in many ways, includ-
ing overuse and omission. Here are
some examples:

• In a banquet hall’s brochure:
“The Ultimate Attraction for all
sorts of Function’s ranging
from, Fair’s, Carnival’s, Bon Fire
Display’s, Music Concert’s,
Party’s, Ball’s, Corporate
Function’s and even
Wedding’s” (and that’s just
what the ideas range from;
imagine what they range to!).

• By a parking lot: “Resident’s
and Visitor’s Only” (meaning
something belonging to one
resident and one visitor).

• By a school parking lot:
“Reserved for Principals Office”
(a sign that will not enhance
the school’s reputation).

• In a set of contest rules: “The
judges decision is final.” (Writer
couldn’t decide where to put
the apostrophe, so he or she
didn’t try.)

• At a government office
building: “Disabled Access (All
Depts’s) via Dep. of Social
Security” (trying all punctuation
possibilities at once).

*Based on John Richards, Apostro-
phe Protection Society Web site,
home page and examples, www.
apostrophe.fsnet.co.uk, downloaded
September 20, 2004.
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Divide words at syllable breaks. If you aren’t sure where the syllables
divide, look up the word in a dictionary. When a word has several sylla-
bles, divide it after a vowel or between two consonants. Don’t divide
words of one syllable (e.g., used); don’t divide a two-syllable word if one of
the syllables is only one letter long (e.g., acre).

2. Use hyphens to join two or more words used as a single adjective.

Order five 10- or 12-foot lengths.

The computer-prepared Income and Expense statements will be ready next Friday.

The hyphen prevents misreading. In the first example, five lengths are
needed, not lengths of 5, 10, or 12 feet. In the second example, without the
hyphen, the reader might think that computer was the subject and prepared
was the verb.

Parentheses
1. Use parentheses to set off words, phrases, or sentences used to explain or

comment on the main idea.

For the thinnest Ryertex (.015″) only a single layer of the base material may be used,
while the thickest (10″) may contain over 600 greatly compressed layers of fabric or
paper. By varying the fabric used (cotton, asbestos, glass, or nylon) or the type of pa-
per, and by changing the kind of resin (phenolic, melamine, silicone, or epoxy), we can
produce 30 different grades.

Any additional punctuation goes outside the second parenthesis when
the punctuation applies to the whole sentence. It goes inside when it ap-
plies only to the words in the parentheses.

Please check the invoice to see if credit should be issued. (A copy of the invoice is 
attached.)

2. Use parentheses for the second of two numbers presented both in words
and in figures.

Construction must be completed within two (2) years of the date of the contract.

Period
1. Use a period at the end of a sentence. Leave two spaces before the next

sentence.
2. Use a period after some abbreviations. When a period replaces a person’s

name, leave one space after the period before the next word. In other ab-
breviations, no space is necessary.

R. J. Tebeaux has been named Vice President for Marketing.

The U.S. division plans to hire 300 new M.B.A.s in the next year.

The tendency is to reduce the use of punctuation. It would also be correct
to write

The US division plans to hire 300 new MBAs in the next year.

Semicolon
1. Use semicolons to join two independent clauses when they are closely

related.

We’ll do our best to fill your order promptly; however, we cannot guarantee a delivery date.
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Spell Checkers’
Errors*

The Dallas Morning
News raised hackles in

the computer industry . . .
when an editor accidentally ac-
cepted all of a spell-checker’s al-
ternate spellings in a technology
article that appeared in print—
changing chip maker Intel into
“Until” and Microsoft into “Micro-
volts.”

*Quoted from Joan E. Rigdon, “Mi-
crosoft Word’s Spell-Checker Gets
Failing Grade in Computerese,” The
Wall Street Journal, November 15,
1995, B1.
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Using a semicolon suggests that the two ideas are very closely connected.
Using a period and a new sentence is also correct but implies nothing
about how closely related the two sentences are.

2. Use semicolons to separate items in a series when the items themselves
contain commas.

The final choices for the new plant are El Paso, Texas; Albuquerque, New Mexico; Salt
Lake City, Utah; Eureka, California; and Eugene, Oregon.

Hospital benefits are also provided for certain specialized care services such as di-
agnostic admissions directed toward a definite disease or injury; normal maternity de-
livery, Caesarean section delivery, or complications of pregnancy; and in-patient
admissions for dental procedures necessary to safeguard the patient’s life or health.

Hint: A semicolon could be replaced by a period and a capital letter. It has a
sentence on both sides.

Special Punctuation Marks
Quotation marks, square brackets, ellipses, and underlining are necessary
when you use quoted material.

Quotation Marks
1. Use quotation marks around the names of brochures, pamphlets, and mag-

azine articles.

Enclosed are 30 copies of our pamphlet “Saving Energy.”

You’ll find articles like “How to Improve Your Golf Game” and “Can You Keep Your Eye
on the Ball?” in every issue.

In US punctuation, periods and commas go inside quotation marks.
Colons and semicolons go outside. Question marks go inside if they are
part of the material being quoted.

2. Use quotation marks around words to indicate that you think the term is
misleading.

These “pro-business” policies actually increase corporate taxes.

3. Use quotation marks around words that you are discussing as words.

Forty percent of the respondents answered “yes” to the first question.

Use “Ms.” as a courtesy title for a woman unless you know she prefers another title.

It is also acceptable to italicize words instead of using quotation marks.
4. Use quotation marks around words or sentences that you quote from

someone else.

“The Fog Index,” says its inventor, Robert Gunning, is “an effective warning system
against drifting into needless complexity.”

Square Brackets
Use square brackets to add your own additions to or changes in quoted material.

Senator Smith’s statement: “These measures will create a deficit.”

Your use of Smith’s statement: According to Senator Smith, “These measures
[in the new tax bill] will create a deficit.”

The square brackets show that Smith did not say these words; you add them to
make the quote make sense in your document.
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International
Punctuation*

Cultures differ in their
use of punctuation marks. US writ-
ers put periods and commas inside
closing quotation marks; writers in
England put them outside the quo-
tation marks. Spanish writers also
put sentence-ending punctuation
outside. Also, in some regions Span-
ish writers use angled quotation
marks: « and ». Angled quotation
marks also are the norm in French
writing.

In dialogue, French and Spanish
writers traditionally signal a change
of speakers by starting with a dash.

Chinese and Japanese use dif-
ferent punctuation marks with their
writing systems. For example, a pe-
riod is a small circle, set near the
base line, and quotation marks are
90-degree angles that appear at
the upper left and lower right. Be-
cause the characters cannot be
italicized as Roman letters can, Chi-
nese and Japanese use book title
marks and chapter marks.

Some languages use accents as
well as punctuation marks. Accents
identify how a letter is to be pro-
nounced, and they affect the mean-
ing of a word. Sametz Blackstone
Associates, a consulting firm, was
wise to have a native speaker
check a translation into Spanish.
The proofreader caught a missing
tilde (�). Without the tilde, the
Spanish version didn’t say “cele-
brating 35 years”; it said “celebrat-
ing 35 anuses.”

*Based on Complete Translation Ser-
vices, “A History of Punctuation,”
www.completetranslation.com, down-
loaded September 20, 2004; and Mark
Lasswell, “Lost in Translation,” Busi-
ness 2.0, August 2004, downloaded at
Business & Company Resource Cen-
ter, http://galenet.galegroup.com.

loc64464_appB.qxd  11/22/04  4:23 PM  Page 601



Ellipses
Ellipses are spaced dots. In typing, use three spaced periods for an ellipsis.
When an ellipsis comes at the end of a sentence, use a dot immediately after
the last letter of the sentence for a period. Then add three spaced dots, with an-
other space after the last dot.

1. Use ellipses to indicate that one or more words have been omitted in the
middle of quoted material. You do not need ellipses at the beginning or
end of a quote.

The Wall Street Journal notes that Japanese magazines and newspapers include ad-
vertisements for a “$2.1 million home in New York’s posh Riverdale section . . . 185
acres of farmland [and] . . . luxury condos on Manhattan’s Upper East Side.”

2. In advertising and direct mail, use ellipses to imply the pace of spoken
comments.

If you’ve ever wanted to live on a tropical island . . . cruise to the Bahamas . . . or live
in a castle in Spain . . .

. . . you can make your dreams come true with Vacations Extraordinaire.

Underlining and Italics
1. Underline or italicize the names of newspapers, magazines, and books.

The Wall Street Journal The Wall Street Journal

Fortune Fortune

The Wealth of Nations The Wealth of Nations

Titles of brochures and pamphlets are put in quotation marks.
2. Underline or italicize words to emphasize them.

Here’s a bulletin that gives you, in handy chart form, workable data on over 50 differ-
ent types of tubing and pipe.

You may also use bold to emphasize words. Bold type is better than either
underlining or italics because it is easier to read. (See Chapter 6. )

Writing Numbers and Dates
Spell out numbers from one to nine. Use figures for numbers 10 and over in
most cases. Always use figures for amounts of money.

Spell out any number that appears at the beginning of a sentence. If spelling
it out is impractical, revise the sentence so that it does not begin with a number.

Fifty students filled out the survey.

In 2002, euro notes and coins entered circulation.

When two numbers follow each other, spell out the smaller number and use
figures for the larger number.

In dates, use figures for the day and year. The month is normally spelled out.
Be sure to spell out the month in international business communication. Amer-
ican usage puts the month first, so that 1/10/06 means January 10, 2006. Euro-
pean usage puts the day first, so that 1/10/06 means October 1, 2006. Modern
punctuation uses a comma before the year only when you give both the month
and the day of the month:

➠
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More 
Anguished 
English*

• Family Physician.
Hours: 10:30–12:20;

3:30–4:45 Monday-Friday.
10:30–11:45 Saturday.
Limited Amount of Patience.

• Aunt and Roach Killer—1.29.

• He is recovering from a near-
fatal accident that sent him
into a comma.

• The board voted by
telephone pole.

• I found a liter of pups.

*Quoted from Richard Lederer, More
Anguished English (New York: Dela-
corte Press, 1993), 166–67.
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May 1, 2007

but

Summers 2004–07

August 2007

Fall 2008

No punctuation is needed in military or European usage, which puts the day
of the month first: 13 July 2006. Do not space before or after the slash used to
separate parts of the date: 10/03–5/07.

Use a hyphen to join inclusive dates.

March-August 2007 (or write out: March to August 2007)

′05-′06

1999-2001

Note that you do not need to repeat the century in the date that follows the hy-
phen: 2005-06.

Words That Are Often Confused
Here’s a list of words that are frequently confused. Master them, and you’ll be
well on the way to using words correctly.

1. accede/exceed
accede: to yield
exceed: to go beyond, surpass

I accede to your demand that we not exceed the budget.
2. accept/except

accept: to receive
except: to leave out or exclude; but

I accept your proposal except for point 3.
3. access/excess

access: the right to use; admission to
excess: surplus

As supply clerk, he had access to any excess materials.
4. adept/adopt

adept: skilled
adopt: to take as one’s own

She was adept at getting people to adopt her ideas.
5. advice/advise

advice: (noun) counsel
advise: (verb) to give counsel or advice to someone

I asked him to advise me, but I didn’t like the advice I got.
6. affect/effect

affect: (verb) to influence or modify
effect: (verb) to produce or cause; (noun) result

He hoped that his argument would affect his boss’s decision, but so far
as he could see, it had no effect.
The tax relief effected some improvement for the citizens whose in-
comes had been affected by inflation.
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7. affluent/effluent
affluent: (adjective) rich, possessing in abundance
effluent: (noun) something that flows out

Affluent companies can afford the cost of removing pollutants from the
effluents their factories produce.

8. a lot/allot
a lot: many (informal)
allot: divide or give to

A lot of players signed up for this year’s draft. We allotted one first-
round draft choice to each team.

9. amount/number
amount: (use with concepts that cannot be counted individually but can
only be measured)
number: (use when items can be counted individually)

It’s a mistake to try to gauge the amount of interest he has by the num-
ber of questions he asks.

10. are/our
are: (plural linking verb)
our: belonging to us

Are we ready to go ahead with our proposal?
11. attributed/contributed

attributed: was said to be caused by
contributed: gave something to

The rain probably contributed to the accident, but the police officer at-
tributed the accident to driver error.

12. between/among
between: (use with only two choices)
among: (use with more than two choices)

This year the differences between the two candidates for president are
unusually clear.
I don’t see any major differences among the candidates for city council.

13. cite/sight/site
cite: (verb) to quote
sight: (noun) vision, something to be seen
site: (noun) location, place where a building is or will be built

She cited the old story of the building inspector who was depressed by
the very sight of the site for the new factory.

14. complement/compliment
complement: (verb) to complete, finish; (noun) something that completes
compliment: (verb) to praise; (noun) praise

The compliment she gave me complemented my happiness.
15. compose/comprise

compose: make up, create
comprise: consist of, be made up of, be composed of

The city council is composed of 12 members. Each district comprises an
area 50 blocks square.
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The Knead for
Approve Reed Her
with a Spell
Chequer*

Who wood have guest
The Spell Chequer

would super seed
The assent of the editor
Who was once a mane figure? . . .
Once, awl sought his council;
Now nun prophet from him.
How suite the job was;
It was all sew fine. . . .
Never once was he board
As he edited each claws,
Going strait to his deer work
Where he’d in cyst on clarity.
Now he’s holy unacceptable,
Useless and knot kneaded. . . .
This is know miner issue,
Fore he cannot urn a wage.
Two this he takes a fence,
Butt nose naught watt too due.
He’s wade each option
Of jobs he mite dew,
But nothing peaks his interest
Like making pros clear.
Sum will see him silly
For being sew upset,
But doesn’t good righting
Go beyond the write spelling?

*Quoted from Jeff Lovill, “On the Use-
lessness of an Editor in the Presents of
a Spell Chequer,” Technical Commu-
nication 35, no. 4 (1988), 267; and Ed-
ward M. Chilton, “Various Comments
on 4Q88,” Technical Communication
36, no. 2 (1989), 173.
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16. confuse/complicate/exacerbate
confuse: to bewilder
complicate: to make more complex or detailed
exacerbate: to make worse

Because I missed the first 20 minutes of the movie, I didn’t understand
what was going on. The complicated plot exacerbated my confusion.

17. dependant/dependent
dependant: (noun) someone for whom one is financially responsible
dependent: (adjective) relying on someone else

IRS regulations don’t let us count our 25-year-old son as a dependant,
but he is still financially dependent on us.

18. describe/prescribe
describe: list the features of something, tell what something looks like
prescribe: specify the features something must contain

The law prescribes the priorities for making repairs. This report de-
scribes our plans to comply with the law.

19. discreet/discrete
discreet: tactful, careful not to reveal secrets
discrete: separate, distinct

I have known him to be discreet on two discrete occasions.
20. do/due

do: (verb) act or make
due: (adjective) scheduled, caused by

The banker said she would do her best to change the due date.
Due to the computer system, the payroll can be produced in only two
days for all 453 employees.

21. elicit/illicit
elicit: (verb) to draw out
illicit: (adjective) not permitted, unlawful

The reporter could elicit no information from the senator about his il-
licit love affair.

22. eminent/immanent/imminent
eminent: distinguished
immanent: dwelling within tangible objects
imminent: about to happen

The eminent doctor believed that death was imminent. The eminent
minister believed that God was immanent.

23. fewer/less
fewer: (use for objects that can be counted individually)
less: (use for objects that can be measured but not counted individually)

There is less sand in this bucket; there are probably fewer grains of
sand, too.

24. forward/foreword
forward: ahead
foreword: preface, introduction

The author looked forward to writing the foreword to the book.
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25. good/well
good: (adjective, used to modify nouns; as a noun, means something that
is good)
well: (adverb, used to modify verbs, adjectives, and other adverbs)

Her words “Good work!” told him that he was doing well.
He spent a great deal of time doing volunteer work because he believed
that doing good was just as important as doing well.

26. i.e./e.g.
i.e.: (id est—that is) introduces a restatement or explanation of the pre-
ceding word or phrase
e.g.: (exempli gratia—for the sake of an example; for example) introduces
one or more examples

Although he had never studied Latin, he rarely made a mistake in using
Latin abbreviations, e.g., i.e., and etc., because he associated each with a
mnemonic device (i.e., a word or image used to help one remember
something). He remembered i.e. as in effect, pretended that e.g. meant ex-
ample given, and used etc. only when examples to continue would fit.

27. imply/infer
imply: suggest, put an idea into someone’s head
infer: deduce, get an idea out from something

She implied that an announcement would be made soon. I inferred
from her smile that it would be an announcement of her promotion.

28. it’s/its
it’s: it is, it has
its: belonging to it

It’s clear that a company must satisfy its customers to stay in business.
29. lectern/podium

lectern: raised stand with a slanted top that holds a manuscript for a
reader or notes for a speaker
podium: platform for a speaker or conductor to stand on

I left my notes on the lectern when I left the podium at the end of my talk.
30. lie/lay

lie: to recline; to tell a falsehood (never takes an object)
lay: to put an object on something (always takes an object)

He was laying the papers on the desk when I came in, but they aren’t
lying there now.

31. loose/lose
loose: not tight
lose: to have something disappear

If I lose weight, this suit will be loose.
32. moral/morale

moral: (adjective) virtuous, good; (noun: morals) ethics, sense of right and
wrong
morale: (noun) spirit, attitude, mental outlook

Studies have shown that coed dormitories improve student morale
without harming student morals.

33. objective/rationale
objective: goal
rationale: reason, justification

The objective of the meeting was to explain the rationale behind the
decision.
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The Limits of
Spell Checkers*

Treat a spell checker’s
recommendations with

skepticism. Spell checkers can
spot obvious errors such as re-
versed or omitted letters, but their
ability to spot other problems is
fairly primitive; many still don’t rec-
ognize plural forms of words. . . .
No spell checker can detect the
difference between their and
there, which and witch, or
watches (several time pieces) and
watch’s (the possessive form).

They also miss the following:

• incorrect word usage, such
as anaesthetic (numbing) for
unaesthetic (unpleasing)

• homonymns and other
sound-alikes (e.g., o’er, or,
and ore), including phonetic
misspellings

• added letters that create
legitimate but incorrect
words (e.g., when the
becomes then)

• letter swaps that produce
correctly spelled words that
don’t fit the context (e.g.,
replacing type with typo).

*Quoted from Geoffrey J. S. Hart,
“Spelling and Grammar Checkers,”
Intercom, April 2001, 40.
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34. personal/personnel
personal: individual, to be used by one person
personnel: staff, employees

All personnel will get personal computers by the end of the year.
35. possible/possibly

possible: (adjective) something that can be done
possibly: (adverb) perhaps

It is possible that we will be able to hire this spring. We can choose from
possibly the best graduating class in the past five years.

36. precede/proceed
precede: (verb) to go before
proceed: (verb) to continue; (noun: proceeds) money

Raising the money must precede spending it. Only after we obtain the
funds can we proceed to spend the proceeds.

37. principal/principle
principal: (adjective) main; (noun) person in charge; money lent out at interest
principle: (noun) basic truth or rule, code of conduct

The Prince, Machiavelli’s principal work, describes his principles for
ruling a state.

38. quiet/quite
quiet: not noisy
quite: very

It was quite difficult to find a quiet spot anywhere near the floor of the
stock exchange.

39. regulate/relegate
regulate: control
relegate: put (usually in an inferior position)

If the federal government regulates the size of lettering on country road
signs, we may as well relegate the current signs to the garbage bin.

40. residence/residents
residence: home
residents: people who live in a building

The residents had different reactions when they learned that a shop-
ping mall would be built next to their residence.

41. respectfully/respectively
respectfully: with respect
respectively: to each in the order listed

When I was introduced to the queen, the prime minister, and the court
jester, I bowed respectfully, shook hands politely, and winked, respectively.

42. role/roll
role: part in a play or script, function (in a group)
roll: (noun) list of students, voters, or other members; round piece of
bread; (verb) move by turning over and over

While the teacher called the roll, George—in his role as class clown—
threw a roll he had saved from lunch.

43. simple/simplistic
simple: not complicated
simplistic: watered down, oversimplified

She was able to explain the proposal in simple terms without making
the explanation sound simplistic.
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Spelling 
Demons*

The words listed below
(in order of increasing

difficulty) are among the most
frequently misspelled words in
English. How many of them do you
spell correctly?

1. Grammar

2. Argument

3. Surprise

4. Achieve

5. Definitely

6. Separate

7. Desirable

8. Development

9. Existence

10. Occasion

11. Assistant

12. Repetition

13. Privilege

14. Dependent

15. Consensus

16. Accommodate

17. Occurrence

18. Commitment

19. Allotted

20. Liaison

21. Proceed

22. Harass

23. Dissention

24. Prerogative

25. Inadvertent

*Based on Bruce O. Boston, ed.,
Stet! (Alexandria, VA: Editorial Ex-
perts, 1986), 267–68
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44. stationary/stationery
stationary: not moving, fixed
stationery: paper

During the earthquake, even the stationery was not stationary.
45. their/there/they’re

their: belonging to them
there: in that place
they’re: they are

There are plans, designed to their specifications, for the house they’re
building.

46. to/too/two
to: (preposition) function word indicating proximity, purpose, time, etc.
too: (adverb) also, very, excessively
two: (adjective) the number 2

The formula is too secret to entrust to two people.
47. unique/unusual

unique: sole, only, alone
unusual: not common

I believed that I was unique in my ability to memorize long strings of
numbers until I consulted Guinness World Records and found that I was
merely unusual: someone else had equaled my feat in 1993.

48. verbal/oral
verbal: using words
oral: spoken, not written

His verbal skills were uneven: his oral communication was excellent,
but he didn’t write well. His sensitivity to nonverbal cues was acute: he
could tell what kind of day I had just by looking at my face.

Hint: Oral comes from the Latin word for mouth, os. Think of Oral-B
Toothbrushes: for the mouth. Verbal comes from the Latin word for word,
verba. Nonverbal language is language that does not use words (e.g., body
language, gestures).

49. whether/weather
whether: (conjunction) used to introduce possible alternatives
weather: (noun) state of the atmosphere: wet or dry, hot or cold, calm or storm

We will have to see what the weather is before we decide whether to
hold the picnic indoors or out.

50. your/you’re
your: belonging to you
you’re: you are

You’re the top candidate for promotion in your division.

Proofreading Symbols
Use the proofreading symbols in Figure B.3 to make corrections when you no
longer have access to a computer. Figure B.4 shows how the symbols can be
used to correct a typed text.
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Figure B.3 Proofreading Symbols

delete

insert a letter

start a new paragraph here

stet (leave as it was before the marked change)

transpose (reverse)

lower case (don't capitalize)

capitalize

move to left

move to right

move up

move down

leave a space

close up

align vertically

Figure B.4 Marked Text

We could cut our travel bill by reimbursing employees only
for the cost of a budget hotel or motel room.

A recent article from The Wall STreet Journal suggests that
many low-cost hotles and motels are tring to appeal to
business travelers.               chains that are actively com-
peting for the business market include
            Motel 6
            Hampton Inns
                  Fairfield Inns
            Econologde
            Super 8

            Comfort Inn
Travelodge.

To attract business travelers, some budget chains now offer
free local phone calls, free in-room movies, free continental
breakfasts and free Computer hookups.

    By staying in a budget hotel, the business travelers can
save at least $10 to $20 a night-- often much more. For a
company whose employees travel frequently, the savings can
be considerable.  Last year Megacorp reimbursed employees
for a total of 4,392 nights in hotels.  If each employee had
stayed in a budget hotel, our expenses for travel would be
$44,000 to $88,000 lower.  Budget hotels would not be
appropriate for sales meetings since they lack photocopying
facilities or meeting rooms.  However, we could and should
use budget hotels and motels for ordinary on-the-road travel.

en
have

and
and

have been

y

. . .
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A P P E N D I X B Exercises and Problems

B.1 Diagnostic Test on Punctuation and Grammar

Identify and correct the errors in the following passages.

Company’s are finding it to their advantage to cultivate their suppliers. Partnerships
between a company and it’s suppliers can yield hefty payoffs for both company and
supplier. One example is Bailey Controls, an Ohio headquartered company. Bailey
make control systems for big factories.They treat suppliers almost like departments of
their own company. When a Bailey employee passes a laser scanner over a bins bar
code the supplier is instantly alerted to send more parts.

a.

Entrepreneur Trip Hawkins appears in Japanese ads for the video game system his
company designed. “It plugs into the future! he says in one ad, in a cameo spliced into
shots of U.S kids playing the games. Hawkins is one of several US celebrieties and
business people whom plug products on Japanese TV. Jodie Foster, harrison ford, and
Charlie Sheen adverstises canned coffee beer and cigarettes respectively.

b

Mid size firms employing between 100 and 1000 peopole represent only 4% of com-
panies in the U.S.; but create 33% of all new jobs. One observe attributes their suc-
cess to their being small enough to take advantage of economic opportunity’s agilely,
but big enough to have access to credit and to operate on a national or even interna-
tional scale. The biggest hiring area for midsize company’s is wholesale and retail
sales (38% of jobs), construction (20% of jobs, manufacturing (19% of jobs), and ser-
vices (18 of jobs).

c.

B.2 Providing Punctuation

Provide the necessary punctuation in the following sen-
tences. Note that not every box requires punctuation.
1. The system � s � user � friendly design �

provides screen displays of work codes � rates �
and client information.

2. Many other factors also shape the organization � s
� image � advertising � brochures � proposals �
stationery � calling cards � etc.

3. Charlotte Ford � author of � Charlotte Ford � s �
Book of Modern Manners �� says �� Try to
mention specifics of the conversation to fix the
interview permanently in the interviewer � s �
mind and be sure to mail the letter the same day �
before the hiring decision is made ��

4. What are your room rates and charges for food
service �

5. We will need accommodations for 150 people �
five meeting rooms � one large room and four
small ones � � coffee served during morning and
afternoon breaks � and lunches and dinners.

6. The Operational Readiness Inspection � which
occurs once every three years � is a realistic
exercise � which evaluates the National Guard � s
� ability to mobilize � deploy � and fight.

7. Most computer packages will calculate three
different sets of percentages � row percentages �
column percentages � and table percentages �

8. In today � s � economy � it � s almost impossible
for a firm to extend credit beyond it � s regular
terms.

9. The Department of Transportation does not have
statutory authority to grant easements �
however � we do have authority to lease unused
areas of highway right � of � way.

10. The program has two goals � to identify
employees with promise � and to see that they get
the training they need to advance.
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B.3 Providing Punctuation

Provide the necessary punctuation in the following sen-
tences. Note that not every box requires punctuation.
1. Office work �� especially at your desk �� can

create back � shoulder � neck � or wrist strain.
2. I searched for � vacation � and � vacation

planning � on Google and Alta Vista.
3. I suggest putting a bulletin board in the rear

hallway � and posting all the interviewer � s �
photos on it.

4. Analyzing audiences is the same for marketing
and writing � you have to identify who the
audiences are � understand how to motivate them
� and choose the best channel to reach them.

5. The more you know about your audience �� who
they are � what they buy � where they shop �� the
more relevant and effective you can make your ad.

6. The city already has five � two � hundred � bed
hospitals.

7. Students run the whole organization � and are
advised by a board of directors from the
community.

8. The company is working on three team � related
issues � interaction � leadership � and team size.

9. I would be interesting in working on the
committee � however � I have decided to do less
community work so that I have more time to spend
with my family.

10. � You can create you own future �� says Frank
Montaño �� You have to think about it �
crystallize it in writing � and be willing to work at
it � We teach a lot of goal � setting and planning
in our training sessions ��

B.4 Creating Agreement

Revise the following sentences to correct errors in
noun–pronoun and subject–verb agreement.
1. If there’s any tickets left, they’ll be $17 at the door.
2. A team of people from marketing, finance, and

production are preparing the proposal.
3. Image type and resolution varies among clip art

packages.
4. Your health and the health of your family is very

important to us.
5. If a group member doesn’t complete their assigned

work, it slows the whole project down.
6. Baker & Baker was offended by the ad agency’s

sloppy proposal, and they withdrew their account
from the firm.

7. The first step toward getting out of debt is not to
add any more to it. This means cutting up your old
credit card.

8. Contests are fun for employees and creates sales
incentives.

9. The higher the position a person has, the more
professional their image should be.

10. A new employee should try to read verbal and
nonverbal signals to see which aspects of your job
are most important.

B.5 Correcting Case Errors

Revise the following sentences to correct errors in pro-
noun case.
1. I didn’t appreciate him assuming that he would be

the group’s leader.
2. Myself and Jim made the presentation.
3. Employees which lack experience in dealing with

people from other cultures could benefit from
seminars in international business communication.

4. Chandra drew the graphs after her and I discussed
the ideas for them.

5. Please give your revisions to Cindy, Tyrone, or
myself by noon Friday.

B.6 Improving Modifiers

Revise the following sentences to correct dangling and
misplaced modifiers.
1. Originally a group of four, one member dropped

out after the first meeting due to a death in the
family.

2. Examining the data, it is apparent that most of our
sales are to people on the northwest side of the city.

3. As a busy professional, we know that you will want
to take advantage of this special offer.

4. Often documents end up in files that aren’t
especially good.

5. By making an early reservation, it will give us more
time to coordinate our trucks to better serve you.
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B.7 Creating Parallel Structure

Revise the following sentences to create parallel structure.
1. To narrow a Web search,

• Put quotation marks around a phrase when you
want an exact term.

• Many search engines have wild cards (usually an
asterisk) to find plurals and other forms of a word.

• Reading the instructions on the search engine
itself can teach you advanced search techniques.

2. Men drink more alcoholic beverages than women.
3. Each issue of Hospice Care has articles from four

different perspectives: legislative, health care,
hospice administrators, and inspirational authors.

4. The university is one of the largest employers in the
community, brings in substantial business, and the
cultural impact is also big.

5. These three tools can help competitive people be
better negotiators:
1. Think win–win
2. It’s important to ask enough questions to find

out the other person’s priorities, rather than
jumping on the first advantage you find.

3. Protect the other person’s self-esteem.
These three questions can help cooperative people
be better negotiators:
1. Can you developing a specific alternative to use

if negotiation fails?
2. Don’t focus on the bottom line. Spend time

thinking about what you want and why you
need it.

3. Saying “You’ll have to do better than that
because . . .” can help you resist the temptation
to say “yes” too quickly.

B.8 Correcting Sentence Errors

Revise the following sentences to correct comma splices,
run-on-sentences, fused sentences, and sentence fragments.
1. Members of the group are all experienced

presenters, most have had little or no experience
using PowerPoint.

2. Proofread the letter carefully and check for proper
business format because errors undercut your
ability to sell yourself so take advantage of your
opportunity to make a good first impression.

3. Some documents need just one pass others need
multiple revisions.

4. Videoconferencing can be frustrating. Simply
because little time is available for casual
conversation.

5. Entrepreneurs face two main obstacles. Limited
cash. Lack of business experience.

6. The margin on pet supplies is very thin and the
company can’t make money selling just dog food
and the real profit is in extras like neon-colored
leashes, so you put the dog food in the back so
people have to walk by everything else to get to it.

7. The company’s profits jumped 15%. Although its
revenues fell 3%.

8. The new budget will hurt small businesses it
imposes extra fees it raises the interest rates small
businesses must pay.

9. Our phones are constantly being used. Not just for
business calls but also for personal calls.

10. Businesses are trying to cut travel costs, executives
are taking fewer trips and flying out of alternate
airports to save money.

B.9 Editing for Grammar and Usage

Revise the following sentences to eliminate errors in
grammar and usage.
1. The number of students surveyed that worked

more than 20 hours a week was 60%.
2. Not everyone is promoted after six months some

people might remain in the training program a year
before being moved to a permanent assignment.

3. The present solutions that has been suggested are
not adequate.

4. At times while typing and editing, the text on your
screen may not look correct.

5. All employees are asked to cut back on energy
waste by the manager.

6. The benefits of an on-line catalog are
1. We will be able to keep records up-to-date;

2. Broad access to the catalog system from any
networked terminal on campus;

3. The consolidation of the main catalog and the
catalogs in the departmental and branch libraries;

4. Cost savings.
7. You can take advantage of several banking

services. Such as automatic withdrawal of a house
or car payment and direct deposit of your pay
check.

8. As a freshman, business administration was
intriguing to me.

9. Thank you for the help you gave Joanne Jackson
and myself.

10. I know from my business experience that good
communication among people and departments
are essential in running a successful corporation.
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B.10 Writing Numbers

Revise the following sentences to correct errors in writing
numbers.
1. 60% percent of the respondents hope to hold

internships before they graduate.
2. 1992 marked the formal beginning of the European

Economic Community.
3. In the year two thousand, twenty percent of the 

H-1B visas for immigrants with high-tech skills
went to Indians.

4. More than 70,000,000 working Americans lack an
employer-sponsored retirement plan.

5. The company’s sales have risen to $16 million but it
lost five million dollars.

B.11 Using Plurals and Possessives

Choose the right word for each sentence.
1. Many Canadian (companies, company’s) are

competing effectively in the global market.
2. We can move your (families, family’s) furniture

safely and efficiently.
3. The (managers, manager’s) ability to listen is just

as important as his or her technical knowledge.
4. A (memos, memo’s) style can build goodwill.
5. (Social workers, social worker’s) should tell clients

about services available in the community.

6. The (companies, company’s) benefits plan should
be checked periodically to make sure it continues
to serve the needs of employees.

7. Information about the new community makes the
(families, family’s) move easier.

8. The (managers, manager’s) all have open-door
policies.

9. (Memos, memo’s) are sent to other workers in the
same organization.

10. Burnout affects a (social workers, social worker’s)
productivity as well as his or her morale.

B.12 Choosing the Right Word

Choose the right word for each sentence.
1. Exercise is (good, well) for patients who have had

open-heart surgery.
2. This response is atypical, but it is not (unique,

unusual).
3. The personnel department continues its (roll, role)

of compiling reports for the federal government.
4. The Accounting Club expects (its, it’s) members to

come to meetings and participate in activities.
5. Part of the fun of any vacation is (cite, sight, site)-

seeing.

6. The (lectern, podium) was too high for the short
speaker.

7. The (residence, residents) of the complex have
asked for more parking spaces.

8. Please order more letterhead (stationary,
stationery).

9. The closing of the plant will (affect, effect) house
prices in the area.

10. Better communication (among, between) design
and production could enable us to produce
products more efficiently.

B.13 Choosing the Right Word

Choose the right word for each sentence.
1. The audit revealed a small (amount, number) of

errors.
2. Diet beverages have (fewer, less) calories than

regular drinks.
3. In her speech, she (implied, inferred) that the vote

would be close.
4. We need to redesign the stand so that the catalog is

eye-level instead of (laying, lying) on the desk.
5. (Their, There, They’re) is some evidence that (their,

there, they’re) thinking of changing (their, there,
they’re) policy.

6. The settlement isn’t yet in writing; if one side
wanted to back out of the (oral, verbal) agreement,
it could.

7. In (affect, effect), we’re creating a new department.
8. The firm will be hiring new (personal, personnel)

in three departments this year.
9. Several customers have asked that we carry more

campus merchandise, (i.e., e.g.,) pillows and mugs
with the college seal.

10. We have investigated all of the possible solutions
(accept, except) adding a turning lane.
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B.14 Choosing the Right Word

Choose the right word for each sentence.
1. The author (cites, sights, sites) four reasons for

computer phobia.
2. The error was (do, due) to inexperience.
3. (Your, You’re) doing a good job motivating (your,

you’re) subordinates.
4. One of the basic (principals, principles) of business

communication is “Consider the reader.”
5. I (implied, inferred) from the article that interest

rates would go up.
6. Working papers generally are (composed,

comprised) of working trial balance, assembly
sheets, adjusting entries, audit schedules, and
audit memos.

7. Eliminating time clocks will improve employee
(moral, morale).

8. The (principal, principle) variable is the trigger
price mechanism.

9. (Its, It’s) (to, too, two) soon (to, too, two) tell
whether the conversion (to, too, two)
computerized billing will save as much time as we
hope.

10. Formal training programs (complement,
compliment) on-the-job opportunities for
professional growth.

B.15 Tracking Your Own Mechanical Errors

Analyze the mechanical errors (grammar, punctuation,
word use, and typos) in each of your papers.
• How many different errors are marked on each

paper?
• Which three errors do you make most often?
• Is the number of errors constant in each paper, or

does the number increase or decrease during the
term?

As Your Instructor Directs,
a. Correct each of the mechanical errors in one or more

papers.

b. Deliberately write two new sentences in which you
make each of your three most common errors. Then
write the correct version of each sentence.

c. Write a memo to your instructor discussing your in-
creasing mastery of mechanical correctness during
the semester or quarter.

d. Briefly explain to the class how to avoid one kind of
error in grammar, punctuation, or word use.
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