Grammar and Usage Conventions

NAME:_____________________    p. __
	Convention
	Definition
	Correct Examples
	INVENTOR / INVENTION Examples

	1. Sentence Fragment
	A fragment is a piece of a sentence, a group of words which cannot logically stand alone.  Be certain that sentences have both a subject and a verb.  
	· I was walking in my new shoes.

· The boy went to play baseball after he got a new glove
	· 

	2. Run-on/Comma Splice
	A run-on sentence is two or more sentences improperly combined with either a comma or a coordinating conjunction.  Be certain that sentences are combined with a comma and a coordinating conjunction, a semi colon, or begin a new sentence.  
	· I like you.  You like me.

· I like you, and you like me.

· I like you; you like me.
	· 

	3. Subject-Verb Agreement 
	Subjects should always agree in number with their verbs.  Singular subjects generally take verbs that end with “s,” and plural subjects generally take verbs that do not end in “s.”
	· Paul, like the rest of the Beatles, sings.

· Bob’s llamas sleep all night.

· Bob’s llama sleeps all night.
	· 

	4. Pronoun Usage (agreement)
(antecedents)
	Pronouns should agree in number and gender with their antecedents When the gender of a singular antecedent is not clear, use “his or her” or attempt to avoid the problem by making the antecedent plural.

Reference: Be certain that you begin with an antecedent.  Pronouns must refer back to something.    
	· Everyone should bring his or her book. 

· Sue, like the other girls, feeds her llama. 

· A student who wishes to do well in this class should bring his or her books. 

· Students who wish to do well in this class should bring their books.
	· 

	5. Comma 
(independent clauses)
	A comma is used to join independent clauses connected by a coordinating conjunction (and, but, or, nor, for, so, yet)—the fanboys.  
Note:  DO NOT use a comma when a fanboy conjoins compound elements such as compound subjects or compound verbs.  
	· We wanted to go biking, but we couldn’t decide where to go.
· Sue and sally wanted to bake cookies and cake, yet the girls couldn’t find either recipe.  
	· 

	6. Comma 
(dependent clauses)
	Use a comma after introductory dependent clauses.  Typically, introductory dependent clauses begin with subordinating conjunctions such as “when,” “as,” “after,” “before,” “although,” “if,” “because,” “where,” “wherever,” etc.  (Check for a dependent clause: covering the subordinating conjunction, leaves an independent clause.)  Note: When a dependent clause falls at the end of a sentence, do not use a comma.  
	· Before she gave the assignment, Miss Martin explained the method for review.  

· Miss Martin explained the method for review before she gave the assignment.  
	· 

	7. Comma
(series)
	A comma is used to separate items (words, phrases, or clauses) in a series. (A comma should be used before the “and” in a series.)
	· As part of the course, students learned to replace the spark plugs, adjust the points, and change the oil.
	· 

	8. Comma 
(introductory)
	A comma is used after longer introductory prepositional phrases (typically five or more words).
	· At the end of the block next to the old railroad station, my grandparents own a small house.
	· 

	9. Comma
(pauses)
	A comma is used to indicate natural pauses including direct address, interjection, appositives, interjectory phrases, and equally weighted adjectives.

Also use a comma to set off parenthetical elements, also called nonrestrictive clauses.  These clauses can be removed without changing the essential meaning of that sentence. In terms of keeping your relative pronouns straight, typically the word “which” is used with nonrestrictive clauses, and “that” is used with restrictive clauses.  
	· Bill, please get my purse.  

· Why, everyone knows that happened in 1776!  

· Monopoly, our favorite board game, is made by Parker Brothers.

· That book, as a matter of fact, is by the same author.  

· She  purchased the green, elaborately decorated hat. 
· "The Founders Bridge, which spans the Connecticut River, is falling down."
	· 

	10. Quotation Marks
	Commas and periods are always placed inside quotation marks. 

Always place directly quoted material—even one word—inside quotation marks.  

Note: Question marks and exclamation marks are placed inside the quotation marks if the quotation is the question or the exclamation; otherwise, they are placed outside the quotation marks.
	· “I’m sure,” said Bob, “that my llamas will be born by Friday.” 

· “Where’s my llama?” asked Bob.

· Do you know Bob’s poem, “Llamas”?

· Throughout this quotation, Shakespeare refers back to the idea of Bianca as a “treasure” and a “jewel” in Baptista’s “keep.”  
	· 

	11. Apostrophe
	An apostrophe is used to show possession or to indicate a contraction.

Note: Possessive pronouns do not use an apostrophe.  
	· I think it’s a llama; it could spit its saliva at us anytime.

· The boss’s llamas’ wool is matted. 
	· 

	12. Title Punctuation
	Italics or underlining are used to indicate major works:  books, periodical titles, full-length plays.

Quotation marks are used to indicate minor works: essays, articles, short stories, poems.
	· Romeo and Juliet, Green Eggs and Ham, Newsweek, “Star Spangled Banner”

· “Pretty Woman” is a song on the CD Roy Orbison’s Greatest Hits.

· “Stopping by Woods on a Snowy Evening” is a poem in The Collected Poetry of Robert Frost.
	· 

	13. Plural Form
	When a plural is called for, use the correct form.
	· The children went to recess.
	· 

	14. Semi-Colon
	A semi-colon is primarily used to separate two closely related independent clauses.
	· Susie is smart; she got an A.
	· 

	15. Colon
	A colon is primarily used following an independent clause and before a list. 
	· To succeed in this class, you will need the following items:  a folder, a pencil, and a book.
	· 

	16. Hyphen
	Hyphens are joiners. Use them to avoid ambiguity or to form a single idea from two or more words. Use for a compound adjective.
	· Bob  re -covered his head. Bob recovered his head.

· first-quarter  touchdown, Italian-American, know-it-all
	· 


	17. Pronoun Form (case)
	Pronouns should be  in the subject, object, or possessive form, depending on their use in a sentence.  In a pair or series of pronouns, the first person pronoun (I, me, we, us) should go last.
	· He and I are going to the store.

· Mary and I went to the store.

· The llama belongs to her and me.
	· 

	18. Verb Usage
	Verb tense should be kept consistent.  Use past tense when writing narratives and present tense when writing about literature.
	· Yesterday we went fishing, and we caught a lot of fish. 

· Juliet kills herself upon waking.
	· 

	19. Verbs (Helping)
	Helping verbs come before a main verb and help express the main verb’s meaning
	· He is going to the store.
	· 

	20. Adjective/Adverb Form
	Use the correct forms of adjectives and adverbs.  Many adjectives are turned into adverbs by adding “-ly.”  
	· I played well.

· Joe said redundantly, “The quick boy ran quickly.”
	· 

	21. Proper Homophone
	Use the correct form of words which sound alike but are spelled differently:  

they’re—their—there

too—to—two 

you’re—your

whether—weather
	· They’re going to take their two llamas over there whether the weather is too hot or not; however, you’re to leave your llama in the barn.
	· 

	22. Misplaced Modifier
	Words and phrases should be next to the referent that they modify.
	· Unclear:  While drinking a coke, the TV blew up.

· Clear:  While drinking a coke, I saw the TV blow up.   -or-   While I was drinking a coke, the TV blew up.
	· 

	23. Parallel Structure
	Use the same forms or structures of words or phrases used in a list or in a series.
	· I want to buy a llama, build a loom, and knit a sweater.

· The llama is cuddly, warm, and lazy.
	· 

	24. Usage
	affect-effect (Effect is a noun, the end result of something; affect is a verb—unless the sentence contains the word change, transformation, improvement.  Then, this word is likely preceded by effect, “to bring about.”)

little-few (Little is used with non-count (mass) nouns; few is used with count nouns.)  

farther-further (Farther shows distance; further shows depth of thought.)

than-then (Than is a comparison; then tells “when.”)
	· We were supposed to receive only a little snow, but instead we got a few inches.  

· To effect change on global warming, we must do things that affect our carbon footprint so that the effects of our behavior don’t result in disaster. 

· During the last few days we have had very little sunshine.

· The further along I go in my medical studies, the farther I have to read in my textbooks.
· They are closer now than they were back then.  
	· 

	25. End Punctuation
	Declarative sentences should end with a period.  Interrogative sentences should end in a question mark (?).  Exclamatory sentences should end in an exclamation point (!).
	· I want some pie. 

· May I have some pie? 

· That pie is hot! 
	· 

	26. Capitalization
	Words that begin a sentence and proper nouns should be capitalized.  All other words should begin with lower-case letters.
	· Our team, the Bucks, is traveling to Rice Lake, Wisconsin. 
	· 

	27. Style
	Items in this category do not easily fit in another category, but contribute to style.  

· 2nd Person Voice: “you,” “your,” “you’re,” etc.  (
· 1st Person Voice: “I,” “me,” “my,” etc. (Just eliminate it.)
· Passive Voice: “The test was taken by the 10th grade students in the mornings during WKCE testing week.”  Note the excessive prepositional phrases?  Passive voice writers use 33% more words.  (
· Verb Choice: “uses,” “shows,” “says,” etc. (
· Vague Word Choice: “. . . how she feels,”  “. . . what is going on,” etc.  (Name it.  How does she feel?  What is going on?)
· Word Choice: informal language, slanted connotation, wrong word, cliché, etc.  (Wield concise and interesting vocabulary.)
· Quotations: Shorten quotations; focus on “key” words. 

· Sentence Structure:  Combine sentences, purge needless language, and watch for redundancy in content. (
· Emphasis: When defining or “highlighting” a word, such as “instruction,” use quotation marks around it or italicize it for emphasis. (

	· 2nd We’re really talking about others, not “you.”  Replace with naming words that fit the context of your paper: “readers,” “students,” “academics,” “people who cook for a family of four or more,” etc.   

· PV Change the verb type to transitive.  In other words, Use a verb that can take a direct object: “Tenth grade students took the WKCE test.”  
· VC Reference your blue verb card to exercise new verb choices!
· SS “In this essay I am going to explore the many possible meanings behind Piggy’s glasses . . .” Instead, make a strong assertion: “Piggy, unlike most of the boys on the island, understands that reason and science can empower them to overcome their irrational fears of the beastie.”

· Emph While searching the topic of self-deception and absurdity, things came up like tricking one’s mind and lying to one’s self to protect him from harm.  



	

	28. Numbers
	Use words for numbers one through nine and figures for numbers with two or more digits.

Spell out a numeral at the beginning of a sentence unless it is a year. Better yet: Recast the sentence.

Spell out casual expressions that use numerals.

Use Roman numerals I, V, X, L, C, D to show personal sequence for animals and people. (I=1, V=5, X=10, L=50, C=100, D=500, M=1,000)
	· One, two, three, . . . 10, 11, 12 . . . 1,236.

· WRONG: 933 freshmen entered the college.

· RIGHT: Last year, 933 freshmen entered the college.

· 1988 was a very good year.

· A thousand times no! Thanks a million.

· George III, World War II, Pope  John Paul XXIII
	· 


Lion’s share of table courtesy D. Nelson, MHS, and North High School
C:\Documents and Settings\phawkenson.ACADEMIC.001\Local Settings\Temporary Internet Files\OLK1AAA\grammar Nelson green card.doc
3/17/2011

