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PREFACE 

This writing resource is designed to help teachers and students deal with writing 
problems-on an individual basis or as an entire class. 

Students in the same class or grade vary greatly in their writing ability. It is dif­
ficult for the teacher to address writing problems adequately that are specific to one 
or two students. Chris's writing may contain sentence fragments. Kim's subjects and 
predicates don't always agree. Carlos can't seem to construct a simple essay. The list 
goes on and on. These difficulties, and others, occur regularly, even though the 
material may have been adequately covered in classroom lessons and assignments. 

No matter how excellent their writing teacher, inevitably there will be students 
who continue to struggle with inadequate and incorrect writing techniques. If a sig­
nificant percentage of the class demonstrates a particular problem, most teachers 
will review and reteach these lessons. Usually, however, it is impossible to devote 
extra class time to the writing needs of individual students. Even if every student in 
a class demonstrates faulty writing, each one's errors may occur in completely dif­
ferent areas of writing expertise. Ideally, every student should master a specific writ­
ing technique before going on to the next. In practice, however, this is seldom, if 
ever, possible in a classroom situation. 

This resource is an answer to this dilemma. It is intended to help the teacher 
address individual writing problems without encroaching upon precious class time. 
When a student displays a weakness in writing techniques, that student can be given 
a series of individualized exercises and activities that promote improvement in that 
particular area. 

It is the author's belief, however, that exercises alone do not always change 
incorrect writing habits. The new knowledge needs to be incorporated into expand­
ed writing projects in order to become ingrained into a student's natural writing 
technique. Therefore, wherever possible, the activities in this resource utilize a writ­
ing process that has been shown to be the most effective way of acquiring compe­
tence in writing. Many activities follow at least some of the steps of the writing 
process (organizing ideas, writing a first draft, revising, and writing a final copy). 

As in the author's previous writing resources (Hooked on Writing, Write! Write! 
Write!, and Writing Activities for Every Month of the School Year) the activities have been 
structured and designed to spark student interest and to make the writing process 
exciting. As with any remedial resource, of course, it is not always possible to avoid 
a certain amount of ordinary drill, but an attempt has been made in all cases to take 
the young person's point of view into consideration and to elicit enthusiasm. 

All of the activities in this resource are not only individualized for specific writ­
ing problems, but are also designed to be used with little or no teacher involvement. 
The instructions are clear and simple. The activities are structured to allow students 
to work on their own. This makes them ideal for home instruction, as well as for use 
in the classroom. Additionally, these activities can be used by the teacher in con­
junction with the general writing curriculum. 
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viii PREFACE 

Please note that this is not a complete grammar textbook. It does not lay out 
all, or even most, of the rules for writing English correctly. Its goals are to identify 
the most common writing errors among students and to provide a varied assortment 
of easy-to-follow material that the teacher can use to correct individual writing 
problems. 
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HOW TO USE 

THIS RESOURCE 

There could be no easier, more effective way of addressing individual writing prob­
lems than by using this resource, nor one that takes less preparation time on the part 
of the teacher. Just follow these easy steps: 

l. Identify one or more specific writing problems in a student's work.

2. In the table of contents, locate the section (or sections) appropriate to that prob­
lem. Each section covers specific areas of writing and grammar, such as Word
Usage Help, Punctuation Help, Sentence Writing Help, Spelling Help, and so on.

3. Under the listing for that section, locate the description and number of the
activity (or activities) that specifically address the problem. For example, if a
student uses accept for except, or passed for past, look under Word Usage Help.
There you will find several activities for Words Often Confused.

Some problems may be covered in more than one section. For example, while
the correct use of punctuation is addressed in Punctuation Help, there are also activ­
ities involving punctuation in the unit on Grammar. The same is true of Sentence 
Help. The column labeled Type of Error in the table of contents will help locate the 
appropriate activities requireµ. 

NOTE: In addition to the table of contents, each section is pre­
ceded by a listing of the specific problems covered in that sec­
tion and the appropriate activities. These Section Guides provide 
more details than the general table of contents and can be of 
assistance when seeking a specific activity. 

EXAMPLE: Section One (Word Usage Help) contains ten activi­
ties for ''Words Often Confused." The Section Guide offers a list 
of the actual words covered in each activity. 

4. Copy the easy-to-reproduce activities and distribute for individual student use.
Most activities contain solution keys to the exercises for the student to use in
self-correction and self-evaluation.

5. In many cases, more than one activity is available for a specific error. The more
practice a student receives in areas of writing that require remediation, the
more likely it is that the correct method will be retained.

6. In cases where an activity can be useful in correcting problems on a class basis,
follow the steps just outlined and distribute worksheets to all th� students.
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Section One 

WORD USAGE HELP 

TEACHER'S GUIDE-

ALPHABETICAL LISTING OF WORD USAGE PROBLEMS 

AND WORDS OFTEN CONFUSED 

AND THEIR ACTIVITY NUMBERS 

Section One covers problems with word usage, such as: 

Words Often Confused 

Idiomatic Expressions 

Colloquialisms 

Illiteracies 

Slang 

Triteness 

Double Negatives 

Activities 1-11 (see below) 

Activity 12 

Activity 13 

Activity 13 

Activity 13 

Activity 14 

Activity 15 

To simplify access to a specific problem, here is an alphabetical listing of words 
often confused, together with the activity numbers where they can be found. 

WORDS OFfEN CONFUSED 

accept or except 

advice or advise 

affect or effect 

agree to or agree with 

all ready or already 
altogether or all together 

among or between 

as or like 

beside or besides 

breath or breathe 

bring or take 

capital or capitol 

clothes or cloths 

1 

ACTIVITY NUMBER 

lA,B,C 

4A,B 

lA,B,C 

llA, B 

lA,B,C 

4A,B 

lA,B,C 

llA, B 

4A,B 

7A,B,C 

6A,B 

SA,B,C 

9A,B 



2 SECTION 1 

WORDS OFfEN CONFUSED 

conscience or conscious 

convince or persuade 

desert or dessert 

fewer or less 

in or into 

its or it's 

learn or teach 

lend or loan 

maybe or may be 

passed or past 

persecute or prosecute 

principal or principle 

proceed or precede 

quite or quiet 

raise or rise 

stationery or stationary 

than or then 

there or their or they're 

through or thorough 

whose or who's 

your or you're 

ACTIVITY NUMBER 

7A,B,C 

9A,B 

2A,B 

llA, B 

6A,B 

8A,B 

2A,B 

9A,B 

2A,B 

3A,B,C 

11A,B 

SA,B,C 

SA,B,C 

6A,B 

6A,B 

3A,B,C 

3A,B,C 

IOA, B 

lOA,B 

SB 

8A,B 



Words Often Confused 1 A 

Name __________________ _ Date ______ _ 

ARE YOU ALL READY ALREADY? 

Explanation and Exerdses 

Are you sometimes confused about whether to use: 

accept 

affect 

all ready 

among 

or except 

or effect 

or already 

or between 

Lots of people get these words mixed up, but they are easy to remember. You just need 
to know what each one means. 

Accept means "to take, 11 as I accept your gift. 
Except means II other than, 11 as Everyone went home except me. 

Affect (a verb) means "to influence," as Absences may affect my marks. 
Effect (a noun) means "result," as Studying had a good effect on my marks. 

All ready means II all are ready, 11 as The girls are all ready to leave. 
Already means "earlier or before," as They had already left. 

Among is used with more than two things, as in We were not among the crowd. 
Between is used with two things, as in The race was between Jim and Joe. 

TRY IT OUT: Fill in the blank spaces below. 

1. The senator walked __ the people in the crowd. (among or between)

2. The movie star will happily __ the award. (accept or except)

3. Does the weather ever __ your mood? (effect or affect)

4. What __ does ice have on the ski slope? (effect or affect)

5. Matthew was __ a rock and a hard place. (among or between)

6. Is the family __ to leave for our trip? (all ready or already)

7. At 8:30 I was __ late for school. (all ready or already)

8. Everyone __ Bill was at the party. (accept or except)

9. Your attitude will ___ your success. (effect or affect)

10. Jeff's name appeared ___ the, teIL.finalists4between-0r arn-0ng)

*CHECK YOUR ANSWERS ON ACTIVITY lB.



Words Often Confused 1 B 

Name ________________ _ Date _______ _ 

ARE YOU ALL READY ALREADY? 

Paragraph-First Dra� 

A. DID YOU FILL IN ALL THE BLANKS ON ACTIVITY lA? HERE

ARE THE ANSWERS: 

1. among 3. affect 5. between 7. already 9. affect

2. accept 4. effect 6. all ready 8. except 10. among

Correct any answers you got wrong. 
a 
0 

l===============================" o, 
u 

::, 

B. In this activity, you are going to write a paragraph, using at least three of the words list­
ed in Activity lA. In your paragraph, describe three or more things (or people) that you see
in your classroom, as in this example:

-rheve �ve so1Me v.\\v.Sv.�l H"'i\\BS l\\ th'is d�ssvoo1M. D'i� 
yov. evev \\Otice the w�ste o�\c.et th�t st�\\�S betwee\\

the te�chev's �es\c. �\\� the ch�l\c.bo�v�? H- 'is sh�pe� l'i\c.e 
� �olph'i\\. $pe�\c.'i\\� o-P bo�v�s, every ch�l\c.bo�v� 'is Bvee\\ 
e,ccept the o\\e 'i\\ +-he b�c\c.. -rh�+- o\\e 'is ol�c\c.. Also, +-heve

'is � lot o-P �v.st O\\ +-he b'i' wh'i+-e doc\c.. I wO\\�ev 'i.P th�t 
h� �\\y e.P.Pect O\\ 'its �ccv.v�cy. I hope the stv�\\Be 
objects 'i\\ th'is voo1M �o\\'t �.P.Pect iMY co\\ce\\tv�tio\\. 

C. Write your paragraph below. This is just a first draft, so don't worry about perfect spelling
or grammar. Just concentrate on getting your thoughts down on paper. Be sure to use at least
three of the words on your list. (Indent at the beginning of the paragraph.)
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Words Often Confused 1 C 

Name __________________ _ Date 
---------

ARE YOU ALL READY ALREADY? 

Paragraph-Revising and Writing a Final Copy 

WORDS OFIEN CONFUSED 

accept, 

affect, 

all ready, 

among, 

except 

effect 

already 

between 

A. Revise and edit the paragraph you wrote for Activity IB, using the following questions as
guidelines:

1. Does your beginning (topic) sentence tell what the paragraph is about? If not, change it.

2. Do you describe at least three objects or people in the room? Is there another interesting
one you could add?

3. Do you use at least three of the words on the list above? Can you find a place in the para­
graph to use another of these words?

4. Can you add any descriptive words that would make the object or person more real to a
reader?

5. Are your sentences complete? Do the subjects and verbs agree?

6. Are there any words you are not sure how to spell? Consult a dictionary.

B. When your paragraph is as good as you can make it, write your final copy below. (Indent
at the beginning of the paragraph.)

� 



Words Often Confused 2A 

Name Date 
-------------------- ----------

DESSERT IN THE DESERT 

Explanation and Exerdses 

Here are more words that are sometimes confused: 

maybe or may be learn or teach desert or dessert 

You won't be confused once you know the correct meaning of each word. 

May be are two separate words used to show possibility or chance, as 
Bobby may be the next person to travel to the moon. 

Maybe is one word that means "perhaps", as 
Maybe you'll be the one to travel to the moon. 

On the line below, write a sentence with the word maybe, meaning "perhaps": 

Write a sentence below using may be, showing possibility or chance: 

Learn means "to receive information or knowledge," as 
Matthew will learn how to speak French next year. 

Teach means "to give out information or knowledge," as 
The professor will teach a course in history. 

Write a sentence below with the word learn, meaning to receive knowledge: 

On the next line, write a sentence using teach, to give information: 

Dessert is the sweet, yummy course at the end of a meal, as 
Rocky Road ice cream is my favorite dessert. 

A desert is a dry, sandy place, as 
I'd like to ride a camel across the desert. 

Desert also means to "abandon" as 
The soldier will never desert his buddies. 

Write a sentence below that contains the word dessert (food): 

On the next line, write a sentence with desert (dry, sandy place): 

Below, write a sentence containing desert, meaning to abandon: 
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Words Often Confused 2B 

Name Date 
-------------------- ----------

DESSERT IN THE DESERT 

Additional Exerdses 

maybe 

teach 

dessert 

or 

or 

or 

may be 

learn 

desert 

A. Fill in the correct word from the list above.

l. The Dodgers pennant winners next year. (may be or maybe) 

2. Mr. Smith our homeroom teacher next year. (may be or maybe) 

3. I'll go to the game with you. (may be or maybe) 

4. You can't an old dog new tricks. (teach or learn) 

5. I'm going to to do a new card trick. (teach or learn) 

6. I'll you a lesson you'll remember. (teach or learn) 

7. Would you me when I need you? (desert or dessert) 

8. is the best part of the meal. (desert or dessert) 

9. The Sahara is in Africa. (desert or dessert) 

10. It's hard to grow food in the (desert or dessert) 

B. In the paragraph below, fill in the blank spaces with words from the list at the top of the
page.

I like to _____ new things, but I don't like it when my older brother tries to 

_____ me. _____ he's always right, but I don't care. It _____ that I'll 

never catch up to him. He even finishes dinner before me. He is already eating 

_____ while I'm still on the main course. I love my brother, and I'd never 

_____ him if he needed me, but it's no fun being the youngest. 

11asap '11assap 'aq iew 'aqiew 'q)ea1 'mea1-11dv1Sv1va 
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Words Often Confused 3A 

Name ___________________ _ Date ________ _ 

YOU PASSED THE TEST! 

Explanation and Exercises 

What words are most commonly confused with each other? Here are some contenders for top 
honors: 

then or

passed or

stationery or

than 

past 

stationary 

Even good writers sometimes confuse these, but once you know the precise meaning of 
these words, you'll never mix them up again. 

Then is an indication of time. It is an adverb (a word that modifies a verb), as 
We had lunch at McDonald's and then went to the movies. 

Than is always used for comparison, as 
Mike is taller than Bobby. 

Passed is the past tense of the verb "to pass", as in 
Last semester, I passed all my courses. OR 
We passed Billy's house on the way home. 

Past is a verb participle; it is used with a helping verb, as 
We went past Billy's house. 

Past can also be used as a noun, as in 
We should be able to learn from the past. 

Stationery always refers to writing paper, as in 
Maggie took out her new box of stationery to write a letter. 

Stationary always means "not moving," as in 
The bleacher seats are nailed to the ground and stationary. 

Check the meanings above, and fill in the blank spaces in these sentences. 

1. My dad has a _______ bike in his exercise room.
(stationery or stationary) 

2. In the _______ I always got good grades in science.
(past or passed) 

3. Don't try to move that rock because it is ______ _
(stationery or stationary) 

4. History teaches us what happened in the ______ _
(past or passed) 

5. This basketball hoop is higher _______ the one in the schoolyard.
(then or than) 

6. Promise you'll never tell and _______ I'll tell you the secret.
(then or than) 

7. I _______ Ellen's house on my way to the mall.
(past or passed) 

*SEE ACTIVITY 3B FOR ANSWERS.





Words Often Confused 3C 

Name 
-------------------

Date 
---------

YOU PASSED THE TEST! 

Revising and Writing a Final Copy 

A. Revise and edit the paragraph you wrote for Activity 3B, using the following questions as
guidelines:

1. Does the rest of the paragraph discuss the subject that is stated in the first sentence? Take
out anything that is not appropriate to that subject.

2. Have you added at least four more sentences? Can you think of any more than would
make this paragraph more interesting?

3. Do you use at least three of the words on the list? Are they used correctly? If you are not
sure, check the word meanings in Activity 3A.

4. Can you find a place to add one more word from the list?

5. Can you add any striking or colorful words that will make your description more inter­
esting and vivid?

6. Are your sentences complete? Do subjects and verbs agree?

7. Are there any words you are not sure how to spell? Consult a dictionary.

B. When the paragraph is as good as you can make it, write your final copy below. (Be sure
to indent at the beginning of the paragraph.)



-

Words Often Confused 4A 

Name 
--------------------

Date ________ _ 

TAKE OUR ADVICE! 

Explanation and Exerdses 

Many people are sometimes confused about whether to use 

advice or 

altogether or 

beside or 

advise 

all together 

besides 

You will always use the right word if you know its meaning. 

Advice is a noun. It means "something given," as Always take good advice. 
Advise is a verb meaning "to give advice to," as The teacher advised him. 

Altogether means "completely," as Are you altogether satisfied with that purchase? 
All together means "everybody in one place" as, The family was all together. 

Beside means "by the side of," as The dog sat beside the fire. 
Besides means "also," as I don't like to go there, and besides I feel sick. 

TRY IT OUT: Fill in the blank spaces below. 

1. My family will be _______ at Thanksgiving. (altogether or all together)

2. I like to sit my cousin, Matt. (beside or besides) 

3. The food is always good, but I'm not _______ happy about going. (altogether
or all together)

4. My Uncle Harry always like to give me _______ . (advice or advise)

5. I wish he wouldn't _______ me all the time. (advice or advise)

6. _______ , I don't think Uncle Harry is as smart as my Dad. (Beside or Besides)

7. My Dad usually gives me good _______ . (advice or advise)

8. Why do grown ups always feel they have to kids? (advice or advise) 

9. Thanksgiving would be _______ better without Uncle Harry. (altogether or all
together)

--J-at{t�'f?o:i1e ;J _S [���;DTalYe
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Words Often Confused 48 

Name Date ________ _ 
-------------------

TAKE OUR ADVICE 

Additional Exerdses 

altogether 

beside 

advise 

all together 

besides 

advice 

A. Fill in the correct word from the list above.

1. I'm going to ______ my father to stop smoking.

2. It's bad for his health, and ______ it smells horrible.

3. The chorus teacher said, "Now, let's sing _____ _

4. A family picture stands ______ the clock on the shelf.

5. I am too sleepy to finish my homework. 

6. Dr. Smith gives about health on the radio. 

7. I'm going to sit my friend at the movie theater. 

8. There were too many people at the party. 

9. Would you me to wear a warm coat today? 

In the paragraph below, fill in the blank spaces with words froni the list at the top of the page. 

Here is some good ______ . Join the chorus at our school. The teacher, 

Mr. Crow, gives everyone a good grade. _____ _, it is fun to sing in a group. 

Mr. Crow lets everyone choose places, so you could stand ______ me. 

When the chorus sings-----� it really sounds cool. Being in chorus is 

______ great! So do as I and join up soon. 
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Words Often Confused 5A 

Name 
--------------------

Date ________ _ 

DON'T LOSE IT! 

Explanation and Exerdses 

Do you ever confuse the words lose and loose? Lose is a verb (action word) that means "to no 
longer have something," as Don't lose your money. Loose means "not fastened tightly," as 
This belt is too loose on me. 

Other words often confused are 

Capitol is a building, such as the Capitol in Washington, D.C., where Congress meets. 
Capital means "a city," such as Albany, the capital of New York State. 
Capital can also mean "money," as You need capital to start a business. 

Principal can be an adjective, meaning "chief or main," as His principal reason for 
working is to earn money. 

Principal also means "someone in charge," such as the principal of a school. 
Principle means an "idea or ideal," such as moral principles. 

Proceed means "to move along," as Please proceed to finish the test. 
Precede means "to come before," as A short lecture will precede the film. 

TRY IT OUT: Fill in the blank spaces below. 

1. She likes to wear _____ -fitting clothes. (loose or lose)

2. A marching band _____ the float in the parade. (proceeded or preceded)

3. Do you believe honesty is a good _____ ? (principal or principle)

4. Washington, D.C. is the city of the United States. (capitol or capital) 

5. When I was there, I visited the building. (capitol or capital) 

6. Mrs. Bick is the _____ of our school. (principal or principle)

7. Jay sat down and _____ to eat his whole meal. (proceeded or preceded)

8. Hold on to your wallet or you will _____ your money. (lose or loose)

9. My Dad needs more _____ to go into business. (capitol or capital)

10. Do you have any ______ change in your pocket? (lose or loose)

11. My _____ reason for working is to earn money. (principal or principle)



Words Often Confused 5B 

Name___________________ Date ________ _ 

DON'T LOSE IT! 

Paragraph-First Dra� 

Look at the paragraph that is begun below. The first sentence states the 
topic, which is A walk down the street. 

Complete the paragraph in your own words, following these direc­
tions: 

1. Add at least four more sentences: The final sentence should sum up the
topic, as "A walk down the street can be exciting if you really observe what
is happening. 11 

2. Include at least three of the following words in your paragraph:

**capital, principal, principle, loose, lose, proceed, precede** 

3. This is a fi.rst draft, so concentrate on getting your thoughts down on paper. Don't be
concerned about spelling or punctuation, except for the words on the list.

It's amazing how mani interesting sights :)!,QU can see whil� walking down the street. 
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Words Often Confused SC 

Name Date 
------------------- ---------

DON'T LOSE IT! 

Paragraph-Revising and Writing a Final Copy 

A. Revise and edit the paragraph you wrote for Activity 5B, using the following questions as
guidelines:

1. Does the rest of the paragraph discuss the subject that is stated in the first sentence? Take
out anything that is not appropriate to that subject.

2. Have you added at least four more sentences? Can you think of any additional sentences
that would make this paragraph more interesting?

3. Does your last sentence refer back to the topic?

4. Do you use at least three of the words on the list. Are they used correctly? If you are not
sure, check the word meanings in Activity SA.

5. Can you find a place to add one more word from the list?

6. Are your sentences complete? Do subjects and verbs agree?

7. Are there any words you are not sure how to spell? Consult a dictionary.

B. When the paragraph is as perfect as you can make it, write your final copy below. (Be sure
to indent at the beginning of the paragraph.)
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Words Often Confused 6A 

Name 
-------------------

Date ________ _ 

ARE YOU QUITE QUIET? 

Explanation and Exerdses 

quite, quiet 

raise, rise 

bring, take 

in, into 

The pairs of words above can sometimes be tricky. Do you always use them correctly? 
You will, if you know the exact meaning of each. 

Quite means "very," as in Jenna is quite happy with her gift. 
Quiet means "silent," as in It was quiet during the movie. 

Here is a sentence that uses both of these words: It was quite quiet during the movie-
meaning that it was very silent. 

Raise means "to lift up or make higher," as in Let's raise the roof. 
Rise means "to go up," as in Steam will rise from the boiling pot. 

Bring means "to come here with something," as Bring me the tools. 
Take means "to go there with something," as in Take the plates away. 

In shows where something is, as Maria is in the house. 
Into shows movement from one place to another, as Go into the house. 

TRY IT OUT: Fill in the blank spaces below. 

1. The boss will _____ Matt's salary. (raise or rise)

2. Julia will _____ to become president of the company. (raise or rise)

3. How many eggs are _____ that cake? (in or into)

4. I am going to put four eggs _____ the cake. (in or into)

5. I am waiting for you to _____ the groceries to me. (bring or take)

6. _____ the soda to Mrs. Adams in the next apartment. (bring or take)

7. It is _____ warm in this room. (quiet or quite)

8. It is peaceful and _____ in this room. (quiet or quite)

9. The boys are _____ Jon's room. (in or into)

10. Don't let the dog go _____ that room. (in or into)

11. Don't forget to __ out the garbage. (bring or take)

12. _____ your hand if you know the answer. (raise or rise)

* ANSWERS ON ACTIVITY SHEET 6B. 
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Words Often Confused 6B 

Name Date ________ _ 
-------------------

ARE YOU QUITE QUIET? 

Additional Exerdses 

quiet, quite raise, rise bring, take in, into 

A. Answers to Try It Out on activity 6A:

1. raise
7. quite

2. rise
8. quiet

3. in
9. in

4. into
10. into

5. bring
11. take

6. Take
12. Raise

B. FIND THE ERROR! The following paragraph uses six words from the list at the top of
the page incorrectly. Can you find and circle these mistakes?

Yestev�°'Y, I CO\v-\e ho""'e �o""' school °'�� we�t i� ""'Y 
hol..\se. It wO\S O\w.Pl.\lly ql.\ite. I CO\lle�, \'t-'\o""'!" Tueve wO\S 
�o O\�Swev. I vise� ""'Y voice °'�� CO\lle� °'8°'i�, t>l.\t °'8°'i� 
theve \NO\S sne�ce. It wO\S cleO\v thO\t theve \NO\S �o o�e 
else i�to the hol..\se. -rhe� I ve""'e""'\:>eve�. t-'\o""' h°'� 8o�e 
to bvi�8 °' CO\�e to the sic� l°'� y �ow� the block I ��ew 
she'� be OO\C� ql.\iet soo�. 

(Did you circle all six mistakes? Here are the correct words: into, quiet, raised, in, take, quite) 

C. FOR THE EXPERTS. Now that you are expert in using these words, write your own sen­
tence on the line following each word. (Don't forget to begin each sentence with a capital let­
ter and end with a period or question mark.)

1. quite

2. quiet

3. in

4. into

5. rise

6. raise

7. bring

8. take



Words Often Confused 7 A 

Name Date ________ _ 
--------------------

THE BREATH OF LIFE 

Explanation and Exercises 

breath, breathe conscience, conscious lay, lie sit, set 

A. Do you know the difference between breath and breathe?

Breath (rhymes with death) means "the air you draw into and out of your lungs," as in
His breath smells like pizza. 

Breathe (with a long e like feet) means "the act of drawing air into your lungs," as in 
You must breathe to live. 

The other words listed above can also sometimes be confusing, but not if you know the 
correct meanings. 

Conscience is that inner voice that tells you right from wrong, as in 
My conscience won't let me tell a lie. 

Conscious means being awake or aware of your surroundings, as in 
The victim was still conscious after the accident. 

Lay means "to put down somewhere," as in Lay your book on the table. 
Lie means "to rest or put yourself in a prone position," as in 

You should lie down and go to sleep. 

Sit means to take a seat, as in Sit down on the chair. 
Set means to put something down, as in Set the forks on the table. 

B. TRY IT OUT: Fill in the blank spaces below.

1. Criminals don't seem to have a________ (conscience or conscious) 

2. Are you ________ of the people around you? (conscience or conscious) 

3. The movers should ________ the piano in that corner. (sit or set) 

4. If you are tired, you can on that bench. (sit or set) 

5. After the two-mile run, I was out of (breath or breathe) 

6. The patient was able to with a respirator. (breath or breathe). 

7. Don't down on top of the new bedspread. (lay or lie) 

8. I shall the new bedspread upon the bed. (lay or lie) 

9. I need a of fresh air. (breath or breathe) 

10. If you hurt her, it will be on your________ (conscience or conscious) 

11. Are you ________ of the harm you have done? (conscience or conscious) 

snopsuo:> · 1I 'd:::mdpsuo:> ·o I 
'dqlEdlq '9 'l{lEdlq -� 'lJS 'f, 'ldS '£ 

'qlEdlq '6 
'snopsum ·z 

'AEI '8 
1dJI . L 

1dJUdpsuo::> ·1 :sJdMSUV 



Words Often Confused 7B 

Name __________________ _ Date ________ _ 

THE BREATH OF LIFE 

More Explanations and Exerdses 

Even when you understand the difference between lay and lie, it is possible to get mixed up 
when using other forms of these verbs. 

The past tense of lay (meaning "put") is laid, as in I laid the book on the table an hour ago. 
The past tense of lie (meaning "to rest") is lay, as in 

Last night I lay down and went right to sleep. 

What is this? Is the past tense of the verb lie the same as the present tense of the verb 
lay? That's right! Here are some more examples: 

Tonight I am going to lie down on my shiny new sheets. (present tense) 
Last night, I lay down on my shiny new sheets. (past tense) 

I am going to lay the plate on the table. (present tense) 
Yesterday, I laid the plate on the table. (past tense) 

TRY IT OUT: Fill in the blank spaces in the sentences below with lay, laid, or lie. 

1. Can you ____ that package down without making any noise?

2. Anita wants to ____ down on her sister's bed because it's so soft.

3. Yesterday, the twins ____ down in the same bed to take a nap.

4. Last Christmas, Santa ____ the gifts under the tree.

5. In the summertime, I like to ____ under a tree and read.

6. The paper boy ____ the newspaper on the front step.

Now that you are an expert with the present and past tenses of lay and lie, you are ready 
to learn the participle forms of these words. 

The participle form of lay (meaning to put) is laying, as 
Are you laying the forks on the table correctly? 

The participle form of lie (meaning to rest) is lying, as 
Mom is lying down now because she is tired. 

TRY IT OUT: Fill in the blanks in the following sentences with lying or laying. 

1. The children are ____ in the grass and telling stories.

2. Dad is ____ down bricks for our new patio.

3. The princess was ____ in her beautiful four-poster bed.
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Words Often Confused 7C 

Name Date 
-------------------

THE BREATH OF LIFE 

Exerdses for Experts 

---------

breath, breathe lay, lie sit, set conscience, conscious 

(also: laying, lying, and laid) 

Now that you are an expert in using these words, you should be able to ace the follow­
ing exercise. 

Fill in the blank spaces in the sentences below. 

1. Are you _____ of the meaning of your actions? (conscience, conscious) 

2. Can you _____ down your glass without spilling the water? (lie, lay) 

3. It is hard to ___ _  _ naturally when one is nervous . (breath, breathe) 

4. Ask your guest to ____ _ on the most comfortable chair. (sit, set) 

5. Have you done anything that troubles your _____ ? (conscience, conscious) 

6. the new TV on the stand that came with it. (sit, set) 

7. I slid into home base and could hardly catch my ____ _ (breathe or breath) 

8. After lunch, I _____ down for a nap. (lie, lay, laid) 

9. The accident victim was _____ on the ground near the car. (laying or lying) 

10. 

11. 

12. 

13. 

14. 

15. 

Do you _____ through your nose or your mouth? (breathe or breath) 

The salesperson _____ the necklace on the counter. (lay or laid) 

The ushers _____ the chairs in rows. (sit, set) 

He was 
(laying, lying) 

Pete 

You can 
(breath or breathe) 

the bowl on the table when it slipped from his fingers. 

the fork on the napkin when he was setting the table. 

a sigh of relief because this is the last sentence. 
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Words Often Confused BA 

Name 
--------------------

Date ________ _ 

IT'S A SNAP! 

Explanation and Exerdses 

A. Do you sometimes have trouble knowing whether to use it's or its? Join the club! These
are two of the most frequently misused words in the language. The strange thing is that
knowing which to use is really a snap. You just need to know the simple rules.

Its always shows possession, as in The dog wagged its tail. 
It's stands for it is or it has, as It's a lovely day. (It is) or It's been a great party. (It has) 

Isn't that easy? You should have no trouble with the exercise below. Just remember that 
you should always be able to substitute it is or it has for it's. Otherwise, use its. 

B. Use the correct form of its or it's in the spaces below:

1. The weather forecast said that _____ going to rain.

2. ______ been a very hot summer.

3. The Raggedy Ann doll lost one of _____ arms.

4. ______ the sixth inning and our team is ahead.

5. The elephant lifted _____ trunk.

6. Dad thinks ______ too late for me to go out.

C. Do you always know when to use your or you're? The rule is similar to the one above.

Your shows possession, as Is that your hat?
You're always means you are, as You're late to school.

D. Fill in the blank spaces below with your or you're. Remember that you're always stands for
you are.

1. Do you give ______ word that _____ telling the truth?

2. What is _____ name?

3. Did you know that _____ sitting in the wrong seat?

4. The teacher said that _____ his best student.

5. What was ______ grade in English last year?

6. On _____ mark! Get ready! Go!

ANSWERS TO EXERCISES B AND D ON ACTIVITY SHEET SB. 



Words Often Confused 88 

Name __________________ _ Date ________ _ 

IT'S A SNAP! 

Explanation and Exerdses 

A. ANSWERS TO EXERCISES ON ACTIVITY SHEET 8A:

Exercise B: 1. it's, 

5. its,

2. it's, 
6. it's

3. its, 4. It's,

Exercise D: 1. your; you're, 2. your, 3. you're,

4. you're, 5. your, 6. your

B. WHO'S? WHOSE? The rules for using who's or whose are similar to those for it, it's and your, you're.

Whose shows possession, as Whose book is this?

Who's means who is, as Who's coming with me? or who has, as 
Who's left the dirty dishes in the sink? 

C. TRY IT OUT: Fill in the blank spaces below. Remember, who's always stands for who is or who has.

1. _____ going to answer the question?

2. taken the car? 

3. _____ answers are always correct?

4. Papa Bear asked, 11 _____ been sitting in my chair?"

5. _____ chair is next to mine?

D. EXERCISES FOR EXPERTS: Fill in the blank spaces with the correct word.

1. ___ that knocking at my door? (who's or whose) 

2. Give me hand. (your or you're) 

3. Give the mail to ___ mother.

4. ____ fun to go to the movies.

(your or you're) 

(its or it's) 

5. Tell Marty that _____ going to his party. (your or you're) 

(its or it's) 6. The cat went straight to food dish. 

7. _____ sweaters are in the washing machine? (whose or who's) 

8. often rained on my birthday. (its or it's) 
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Words Often Confused 9A 

Name 
--------------------

Date 

LEND OR LOAN? 

Explanation and Ex.erdses 

A. Do you ever have trouble knowing when to use

clothes 

lend 

convince 

or cloths? 

or loan? 

or persuade? 

----------

� Here is what you need to know to use these words correctly. 

Clothes are things one wears, as She wears expensive clothes. 
Cloths refers to materials, as Her dresses are made from fine cloths. 

Lend is a verb meaning "to borrow," as Lend me some money. 
Loan is a noun; it is something one gets, as Give me a small loan. 

One is convinced to see things a certain way, as Ethan convinced his sister that ice cream 
is the best dessert. 

One is persuaded to do something, as Ethan persuaded his sister to eat chocolate ice cream. 

B. TRY IT OUT: Fill in the blank spaces below.

1. I am ______ that honesty is the best policy. ( convinced, persuaded) 

2. Can you ______ the cat to come inside? (convince, persuade) 

3. The class ______ the teacher to give less homework. ( convinced, persuaded) 

4. Don't wear torn ______ to school. (clothes or cloths) 

5. You could never ______ me to cheat on a test. (convince or persuade) 

6. The painters use drop ______ to protect the rug. (clothes or cloths) 

7. Did you ever ______ money to a friend? (lend or loan) 

8. They ______ books at the library. (lend or loan) 

9. I got a ______ of $100 from the bank. (lend or loan) 

10. Can you ______ the bank to give me a ______ ? (convince or persuade); 
(lend or loan) 
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Words Often Confused 9B 

Name _________________ _ Date ________ _ 

LEND OR LOAN? 

Paragraph-First Draft 

A. Fill in each of the blank spaces in the paragraph below with one of the words from the
following list (or the appropriate form of that word, such as convinces, loaned, etc.):

cloths 

clothes 

convince 

persuade 

lend 

loan 

Every morning, I wake up and try to ______ myself that it is a school hol-

iday. Then my Mom comes in and ______ me to get dressed, so I put on my 

______ . I feel better after breakfast, especially if I can ______ Mom to 

cook pancakes. Then, after I get my brother to ______ me his new baseball 

cap, I'm ready to go. 

* ANSWERS AT THE BOTTOM OF THE PAGE.

B. Now you are going to write your own paragraph, describing some part of your day. It can
be morning at home, like the one above, or your trip to school or a school day or an after­
noon with your friends or any other part of your day you choose. Begin the paragraph with
a topic sentence, which tells what the paragraph is about. Add at least three more sentences.
Include at least three of the words from the list at the top of the page.

Write your paragraph here. (This is a first draft, so concentrate on getting your thoughts 
down on paper. Don't be too concerned about grammar or spelling, except for the words on 
the list.) 
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Words Often Confused 9C 

Name 
-------------------

Date ________ _ 

LEND OR LOAN? 

Paragraph-Revising and Writing a Final Copy 

WORDS OFTEN CONFUSED 

cloths 

clothes 

convince 

persuade 

lend 

loan 

A. Revise and edit the paragraph you wrote for Activity 9B, using the following questions as
guidelines:

l. Does your beginning (topic) sentence tell what the paragraph is about? If not, change it.

2. Do you use at least three of the words on the list above? Can you find a place in the para-
graph to use another of these words?

3. Does your final sentence sum up the topic?

4. Are your sentences complete? Do the subjects and verbs agree?

5. Are there any words you are not sure how to spell? Consult a dictionary.

B. When your paragraph is as good as you can make it, write your final copy below. (Indent
at the beginning of the paragraph.)
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Words Often Confused 1 OA 

Name _________________ _ Date ________ _ 

THERE YOU ARE! 

Explanations and Exerdses 

A. They're wearing their best clothes there at the party.

They're, their, and there, are sometimes confused, but the sentence above clearly shows
how each should be used. 

They're means "they are" (The apostrophe shows the missing letter a), as in 
They're all corning to my party. 

Their shows possession and is followed by a noun or noun phrase, as in 
The team won their final game. 

There shows direction and means "in or at that place," as in There is my house. 

B. TRY IT OUT: Fill in the blank spaces below with there, their, or they're.

1. _____ will be a party at Anita's house tomorrow.

2. All her friends will be ____ _

3. _____ going to bring presents for Anita.

4. _____ expecting good food to eat.

5. They hope that Anita will like _____ presents.

6. Anita's brother, Ricardo, will be _____ , too.

7. _____ going to play games at the party.

8. After the party, _____ parents will pick them up.

9. Anita and Ricardo will have to clean up _____ house.

*ANSWERS ON ACTIVITY SHEET lOB.

C. Two other words that are sometimes confused are thorough and through.

D. 

1. 

2. 

3. 

4. 

Thorough means "complete or all that is needed," as in
They did a thorough cleaning of the house. 

Through means "by way of or from one end to the other" as in 
They went through the house with a vacuum cleaner. Through can also mean finished. 

TRY IT OUT: Fill in the blanks with through or thorough. 

We drove the whole town in one hour. 

The police made a search of the crime scene. 

They searched the whole area before they were 

Did you make a study of the assigned chapters? 

*ANSWERS ON ACTIVITY SHEET 1OB.
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Words Often Confused 1 OB 

Date Name __________________ _ ----------

THERE YOU ARE! 

Additional Exerdses 

A. ANSWERS TO EXERCISES ON ACTIVITY SHEET l0A:

Exercise B. 1. There, 2. there, 3. They're,
4. They're, 5. their, 6. there,
7. They're, 8. their, 9. their

Exercise D. 1. through, 2. thorough,
3. through, through,
4. thorough

B. Fill in the blanks in the paragraph below using words from the following list:

they're through there 

their thorough (or thoroughly) 

The Smiths want ______ house to be ______ clean for their big New 

Year's party. ______ hiring a cleaning service to do the job. _____ _ 

expecting a hundred people and hope ______ will be enough room for all. 

Everyone they know will be ______ including ______ whole family. 

When the cleaners are _____ _, they hope that ______ house will be 

sparkling. If the cleaners do not do a ______ job, they will not be hired again. 

* ANSWERS AT THE BOTTOM OF THE PAGE.

C. Use the same list of words to fill in the blanks in these sentences.

1. My friends are happy because ______ going to New York.

2. They have wanted to go for a long time. 

3. Now, ______ dream is coming true.

4. 

5. 

______ parents are planning lots of sightseeing for them.

______ are many interesting sights in New York.

6. ______ hoping to do a ______ visit and see everything.

7. The hope to go ______ all the museums.

* ANSWERS AT THE BOTTOM OF THE PAGE.
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Words Often Confused 11 A 

Name 
-------------------

Date ________ _ 

AS YOU LIKE IT! 

Explanation and Exercises 

A. "As You Like It" is a play by William Shakespeare. It is a wonderful name for a play, but
do you know the correct use of the words as and like?

as is used when comparing phrases, as in 
Maria has just as much trouble with homework as I do. 
That boy is as noisy as a herd of elephants. 

like is used when comparing nouns and pronouns, as in 
Joe is just like his father. 
The ballerina is like a graceful bird. 

B. Here are some more words and phrases that are often confused.

fewer is used with things that can be counted, as in
Mr. Pace's class has fewer tests than ours.
That store employs fewer than fifteen workers.

less is used with a general quantity, as in:
The Oteros have less money to live on than the Browns.
My mom wants me to spend less time playing basketball.

agree to is used with an action, as in
The referee agreed to change the rules.
I won't agree to do anything stupid.

agree with is used with someone, as in
Sam always agrees with his best friend.
Marta agreed with Sarah.

persecute means to treat someone badly or unfairly, as in
The Nazis persecuted the Jews during World War II.
Joe thought he was being persecuted by the bullies in his class.

prosecute means to be charged in a court of law, as in
The district attorney prosecutes criminals.
If you break the law, you will be prosecuted.

C. Fill in the blank spaces below with the correct word.

1. Jack is tall _____ his father. (as or like) 

2. Carla _____ help Helen with her homework. (agreed with or agreed to) 

3. People usually eat fat on a diet. (fewer or less) 

4. Criminals will be _____ if they steal. (prosecuted or persecuted) 

* ANSWERS ON ACTIVITY 11B. 



Words Often Confused 11 B 

Name 
-------------------

Date 
---------

AS YOU LIKE IT! 

Additional Exercises 

A. ANSWERS TO EXERCISE C ON ACTIVITY llA:

1. like 3. less
2. agreed to 4. prosecuted

as or like 

agree with or agree to 

less or fewer 

persecute or prosecute 

B. Write a sentence using each of the words or phrases in the above list.

1. (as)

2. (like)

3. (agree with)

4. (agree to)

5. (less)

6. (fewer)

7. (persecute)

8. (prosecute)

C. Check the correct sentence in each of the following groups:

1. a. There were less people in the audience on Sunday.
b. There were fewer people in the audience on Sunday.

2. a. That witness will be prosecuted because he lied.
b. That witness will be persecuted because he lied.

3. a. I agreed with my friend, Jimmy.
b. I agreed to my friend, Jimmy.

4. a. Sometimes my brother is as a two-year-old.
b. Sometimes my brother is like a two-year-old.

5. a. There are fewer calories in low-fat food.
b. There are less calories in low-fat food.

*SEE ANSWERS BELOW.



Idiomatic Expressions 12A 

Name Date ________ _ 
--------------------

AGREE TO WHAT? 

Explanation and Exercises 

Do you know what an idiom is? That's idiom, not idiot! Of course, you don't have to be an 
idiot not to know the meaning of an idiom. 

An idiom is a group of words used in a special way in a particular language. Through 
usage and tradition, these phrases have come to have certain meanings. Spanish idioms are 
different from English idioms. People learning English often have difficulty using idiomatic 
expressions. Here are some idioms commonly used in English: birds of a feather, dark horse, 
horse of a different color, all thumbs, get one's back up. 

Sometimes, people are confused about the correct use of idiomatic expressions, as in 
these examples 

Agree to, as in agree to a proposal 
Agree on, as in agree on a method 
Agree with, as in agree with a friend 

Differ with, as in differ with a person 
Differ from, as in differ from something else ( comparison) 
Differ about, as in differ about a question 

TRY IT OUT: Fill in the blank spaces below. 

1. I agree my father's opinions on most things. 

2. Dad and I differ how much allowance I should get. 

3. We finally agreed ten dollars a week. 

4. I would not agree settle for less. 

5. My family differs yours in many ways. 

6. I often differ my father about things like allowances. 

*CHECK YOUR ANSWERS ON ACTIVITY 12B.

Here are more idiomatic expressions that are sometimes troublesome. 

acquainted with (not to) 
graduated from (not graduated) 
according to (not according with) 
desirous of (not desirous to) 

TRY IT OUT AGAIN: Fill in the blank spaces below. 

1. Are you acquainted _____ my cousin, Carlos?

2. He graduated high school in June. 

3. According Carlos, it's easy to get into college. 

4. Carlos is desirous becoming a computer engineer. 

*CHECK YOUR ANSWERS ON ACTIVITY 12B.



Name 

Idiomatic Expressions 12B 

-------------------
Date 

---------

AGREE TO WHAT? 

More Idioms 

A. ANSWERS TO EXERCISES IN ACTIVITY 12A:

Try It Out: 1. with, 2. about, 3. on, 4. to,
5. from, 6. with

Try It Out Again: 1. with, 2. from, 3. to, 4. of

B. MORE IDIOMATIC EXPRESSIONS

impatient for something that one wants to get or happen 
impatient with somebody else 
impatient at someone's behavior 

rewarded for something one has done 
rewarded with a gift or a medal 
rewarded by someone else 

TRY IT OUT: Fill in the blank spaces in the sentences below. 

l. The audience was impatient _____ the movie to begin.

2. The substitute teacher was impatient the unruly class. 

3. Olympic athletes are rewarded medals. 

4. Jack was rewarded _____ finding and returning Mrs. Jones' purse.

5. The sitter was impatient the naughty behavior of the kids. 

6. Jack was rewarded Mrs. Jones for returning her purse. 

*CHECK YOUR ANSWERS ON ACTIVITY SHEET 12C.

ADDITIONAL IDIOMS: Here are other idiomatic expressions that are sometimes a problem. 

among themselves (not among one another) 

in search of (not in search for) 

cannot help talking (not cannot help but talk) 

prefer something to something else (not prefer it over something else) 

authority on (not authority about) 

TRY IT OUT AGAIN: Fill in the blank spaces in the sentences below. 

1. People cannot help _____ about unusual events.

2. My social studies teacher is an authority _____ the Civil War.

3. I prefer swimming in a pool _____ swimming in the ocean.

-�����44 eo teirtth:e-audtence were talking�aumuou.nu,gg.__�====-�--------'=--�------'=---------"--_=..c.-

5. I was looking through the closet in search _____ my hat.

*CHECK YOUR ANSWERS ON ACTIVITY SHEET 12C.



Idiomatic Expressions 12C 

Name 
-----------------

Date _______ _ 

AGREE TO WHAT? 

Using Idioms in a Paragraph 

A. ANSWERS TO EXERCISES IN EXERCISE 12B:

Try It Out: 1. for, 2. with, 3. with, 4. for, 5. with, 6. by

Try It Out Again: 1. talking, 2. on, 3. to, 4. themselves, 5. of

B. USING IDIOMS CORRECTLY IN A PARAGRAPH: The paragraph that follows con­
tains five idiomatic expressions that are not correct. Can you find all five of them? First, cir­
cle the words that are wrong. Then, write the complete paragraph correctly on the lines
below.

)'estevJ.�y, I Bot i\\to tvov.'t>le. It �11 st�v+eJ. whe\\ I Bot i1Mp�­
tie\\t �t IMY little 't,vothev, A\\J.y, �ov pestevi"B IMe. I w�S i\\ IMY 
closet i" se�vch �ov � book I \\eeAeA. A\\J.y bv.vst i\\to IMY vOOIM. 
He w�\\teA 1Me to �Bvee to hilM th�t ov.v sistev, AIMY, is � pest. 
A\\J.y s�iJ., '�l.\St bec�v.se she Bv�Av.�teA hiBh school J.oes\\1t 
1Me�" she k\\ows evevythi"8!" I w�s so �""oyeA �t the t\\teVYv.p­
tio\\ th�t I cov.lA"'t help bv.t t�lk i" � lov.A voice. I\\ ��ci; I

yelleA. �OIM he�vJ. 1Me �\\A th�t's how I Bot i\\to tvov.'t>le. 

Did you find all five incorrect idioms? If you are not sure, you can check the key at the 
bottom of this page. Then, copy the complete paragraph correctly on the lines below. (Don't 
forget to indent at the beginning of the paragraph) 

(Did you correct all the errors in the paragraph? Here they are: 

impatient at should be impatient with; in search for should be in search of; agree to him 
should be agree with him; graduated high school should be graduated from high school; couldn't 
help but talk should be couldn't help talking.) 
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Illiteracies and Colloquialisms 13A 

Name 
--------------------

Date ________ _ 

NOWHERE! NOHOW! 

Hliterades: Explanation and Ex.erdses 

The language you may hear out on the street is not always acceptable for written English. 
There are some kinds of word usage you want to avoid. flliteracies are words and phrases that 
are incorrect in both spoken and written English. Here are some common illiteracies. These 
are not real words and should never be used! 

ain't should be isn't, aren't, or am not, as in he isn't, I am not, they aren't 

anywheres should be anywhere, as in I'm not going anywhere. 

nowheres should be nowhere, as in I am going nowhere. 

nohow could be at all, as in I can't do that work at all. 

brung should be brought, as in I brought in the mail. 

drownded should be drowned, as in She drowned in the ocean. 

this here should be this, as in This is my brother. 

couldn't of should be couldn't have, as in I couldn't have done it without help. 

I been should be I have been, as in I have been hungry all day. 

B. FIX IT! Each of the following sentences contains one illiteracy. Circle the word or
phrase that is wrong. Then, write the complete sentences correctly on the lines below.

1. Did you hear about the man who drownded in the lake yesterday?

2. Jerry ain't going to make the team this year.

3. Robin brung the books back to the library on time.

4. You couldn't of seen me because I wasn't there.

5. I been in the park all morning.

6. Julio couldn't find his sneakers anywheres.

� ;Hal(MAUl1-d-Q-P.[OOl{S--SiJ1;JL{M,1U!' ''.; 
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Illiteracies and Colloquialisms 138 

Name 
-------------------

Date _______ _ 

NOWHERE! NOHOW! 

llliterades: Explanation and Exerdses 

A. Here are some more words and phrases you may hear on the street, but which are NOT
correct English.

1. Goes means that someone or something is moving. It should NEVER be used to show
speech. The correct word to use is says.

WRONG: 
___,.. RIGHT: 

Magda goes, "I can't come to your house today." 
Magda says, "I can't come to your house today." 

2. There is no such word as snuck. The past tense of sneak is sneaked.

WRONG: Matthew snuck into his room. 
___,.. RIGHT: Matthew sneaked into his room. 

3. Never say alls I know when you mean all I know.

WRONG: Alls I know is that I can't find my book. 
___,.. RIGHT: All I know is that I can't find my book. 

4. Never say in regards to. The correct phrase is in regard to or regarding.

WRONG: 
-..RIGHT: 
__. RIGHT: 

I'll speak to the teacher in regards to my homework. 
I'll speak to the teacher in regard to my homework. 
I'll speak to the teacher regarding my homework. 

B. Rewrite each sentence correctly on the line below.

1. My mom always goes, "Tell the truth."

2. Alls I know is that I'm not the one who did that.

3. Do you have any information in regards to our new neighbors?

4. Last night, I snuck into the kitchen for a late-night snack.
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Illiteracies and Colloquialisms 13( 

Name __________________ _ Date ________ _ 

NOWHERE! NOHOW! 

Colloquialisms and Slang: Explanation and Exercises 

A. Colloquialisms are words or phrases that are acceptable for use in conversation, but should
usually be avoided in written work unless they are used for some specific purpose, such as
humor or dialogue. Some common colloquialisms are

show up should be come or attend, as in He came late to class. 

take a try at should be try, as in I will try cooking dinner tomorrow. 

alongside of should be alongside, as in He pulled up alongside the bus. 

flabbergast should be surprise or amaze, as in 
Sally was surprised when she got an A in English. 

B. SLANG: Everyone uses some slang in conversations, but slang is not suitable for written
English for several reasons. First, slang is always changing. A word or phrase that is popular
today may not be recognized by anyone in a couple of years. Slang meanings can vary from
group to group or place to place, so a slang word you use in California may not be under­
stood by someone in New York. Also, slang can be an excuse for not using the best word or
phrase. It is not always wrong to use slang, but most of the time a better way can be found.
Here are some common slang expressions that should usually be avoided in written work.

psych out, corny, egghead, scram, mod, lousy, swell, jerk, goof off, blow one's top, rip 
off, cool it. 

C. FIX IT: Circle any colloquialisms or slang in the following paragraph. Then, copy the
paragraph on the lines below, using better English.

t-\y V\\de E+-ll\o,.\\ i.s o,. swell 8li\y. He o-P-f!eve� +-o �vive �e +-o 
scll\ool. We weve o,.l�os+- +-\1\eve wl--\e\\ o,. co,.v pli\lle� li\p o,.lo\\8Si.�e o.P 
li\S O\\ +-\1\e voo,.�. The loli\sy jev� i.\\si.�e hie� +-o psycll\ li\S oli\f- by 
scveo,.�i.\\8 ol,\+- +-\1\e wi.\\�ow. V\\de E+-ll\o,.\\ blew ll\i.s +-op OI.\\� yelle� 
bo,.ck I +-ol� ll\i.� +-o cool i.+i OI.\\� +-l--\e o+-\1\ev co,.v scvo,.��e�. 

(Did you circle and change the following colloquialisms and slang? swell, alongside of, 
lousy, jerk, psych us out, blew his top, cool it, scrammed) 



Triteness 14 

Name ___________________ _ Date ________ _ 

GOOD AS GOLD 

Explanation and Exercises 

A trite word or phrase is one that has become worn out with use. Sometimes these words or phras­
es are called cliches. Here are some phrases that have been used so much they have become TRITE. 

green as grass, good as gold, brave as a lion, cold as ice, bigger 
and better things, beat around the bush, butterflies in my 
stomach, honest to goodness, last but not least, live it up, nec­
essary evil, nip in the bud, raining cats and dogs, sad to relate, 
the time of my life, worse for wear, through thick and thin, in 
this day and age, goes without saying, fond memories 

FIX IT!: Each of the following exercise contains a trite phrase. Rewrite the sentence on the 

line below using a better phrase. 

1. My aunt's new baby is as good as gold.

2. I had butterflies in my stomach before I had to go on stage.

3. I forgot my gloves, and my fingers were as cold as ice.

4. My old typewriter is none the worse for wear.

5. Homework is a necessary evil.

6. I looked out the window and saw it was raining cats and dogs.

7. Joanna had the time of her life at the party.

8. I will remain your friend through thick and thin.

9. This is an honest to goodness genuine diamond.
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Name 

Double Negatives 15 

Date 
-------------------- ----------

WHEN NO MEANS YES 

Explanation and Exerdse 

A. DOUBLE NEGATIVE: Did you ever hear anyone state, "I don't want no broccoli"? That
person is saying the opposite of what he means. When he says he doesn't want no broccoli,
that means he wants some broccoli. What he should say is, "I don't want any broccoli" or "I
don't want broccoli."

This is called a double negative. If you don't want to say the opposite of what you intend, 
you must never use double negatives. 

Here are some more examples of double negatives, and the correct version for each. 

Marlon did not see nobody in the room. 
Marlon did not see anybody in the room. 

Don't give me none of that nonsense. 
Don't give me any of that nonsense. 

Jack did not want nothing to do with Jill. 
Jack did not want anything to do with Jill. 

A criminal should not get no respect. 
A criminal should not get any respect. ( or) 
A criminal should not get respect. 

Carrie will not do none of her homework. 
Carrie will not do any of her homework. 

(WRONG!) 
(CORRECT) 

(WRONG!) 

(CORRECT) 

(WRONG!) 

(CORRECT) 

(WRONG!) 

(CORRECT) 
(CORRECT) 

(WRONG!) 

(CORRECT) 

B. Each of the following sentences contains a double negative. Rewrite each sentence cor­
rectly on the line below.

1. Jesse would not answer none of the teacher's questions.

2. Matt did not fail no tests in English this year.

3. I don't have to do no homework tonight.

4. I have not had no luck today.

5. Alice won't do nothing to help her mother.
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Section Two 

PUNCTUATION HELP 

TEACHER'S GUIDE-

ALPHABETICAL LISTING OF PUNCTUATION PROBLEMS 

AND THEIR ACTIVITY NUMBERS 

Here is a list of the punctuation problems addressed in this section, and the relevant 
exercises. 

PUNCTUATION 

Apostrophe 

Colon 

Comma 

Dash 

Ellipsis 

Exclamation Point 

Hyphen 

Parentheses 

Period 

Question Mark 

Quotation Mark 

Semicolon 

Slash 

Punctuation Review 

Punctuation Review 

39 

ACTIVITY NUMBER 

18A, B, C, D 

19 

16A, B, C, D, E, F 

17 

23A, B 

24A,B,C 

21 

23A, B 

24A,B,C 

24A, B, C 

22A,B,C,D 

20A, B 

23A, B 

25A, B 

26A, B 





Name 

Using Commas 16A 

Date 
-------------------- ---------

LISTS AND SEPARATORS 

Explanation and Exercises 

Do you ever throw commas into a sentence any old way because you think they are needed 
but are not sure where they belong? Putting a comma in the wrong place can make a sen­
tence as confusing as using no commas at all. In this activity you will learn some rules to sim­
plify the use of commas. 

IN GENERAL, A COMMA IS USED TO SEPARATE WORDS OR PHRASES 

TO MAKE THEIR MEANING MORE CLEAR. 

--.. RULE 1 A comma is used to separate words in a series or list. 

Examples: Mary, Jenna, and Kristen are all coming to my party. 

__.. RULE 2 

Wrong: 

Right: 

His hobbies are sports, reading, and stamp collecting. 

Do not use a comma before the first word in a list or after the last word in 
a list. 

I had, juice, eggs, and milk, for breakfast. 

I had juice, eggs, and milk for breakfast. 

Here are some exercises for you to do for Rules 1 and 2. In the following sentences, put 
commas where they are needed. 

1. Bobby's favorite periods in school are English Gym and Lunch.

2. Chris has lived in New York California and Florida.

3. Apples oranges and pears are fruits that are good to eat.

4. His shirt had blue white and black stripes.

*ANSWERS ON ACTIVITY SHEET 16B.

--.. RULE 3 Commas are used to separate phrases in a series. 

Examples: I have two books, three pens, and one notebook. 
He is either in his house, at the playground, or at school. 

In the following sentences, insert commas where necessary to separate phrases in a list. 

1. There are three oak trees two rose bushes and one vegetable garden in the backyard.

2. This afternoon, I shall watch TV eat dinner and do my homework.

3. Jack plans to visit his aunt go to the shore and read three books during the summer.

--��-. I am geing-to take-a-shower::-gerdressect:arrd-eatiJrea"kfan. 

*ANSWERS ON ACTIVITY SHEET 16B.



Using Commas 168 

Name 
------------------

Date ________ _ 

LISTS AND SEPARATORS 

Additional Rules and Exerdses 

ANSWERS TO EXERCISES ON ACTIVITY SHEET 16A: 

RULES I and 2: 

1. Bobby's favorite periods in school are English, Gym, and Lunch.
2. Chris has lived in New York, California, and Florida.
3. Apples, oranges, and pears are fruits that are good to eat.
4. His shirt had blue, white, and black stripes.

RULE 3: 

1. There are three oak trees, two rose bushes, and one vegetable garden in the backyard.
2. This afternoon, I shall watch TV, eat dinner, and do my homework.
3. Jack plans to visit his aunt, go to the shore, and read three books during the summer.
4. I am going to take a shower, get dressed, and eat breakfast.

......,.. RULE4 Use commas to enclose a word or phrase that follows a noun 
(or pronoun) to identify or describe it. This is called a word (or phrase) 
in apposition. 

Examples: We visited Aunt Anne, my mother's sister, yesterday. 
Mr. Wiley, my math teacher, is very strict. 

(Notice that if you leave out the words in apposition the sentence would still be complete 
and make sense.) 
In the following sentences, insert commas to set off the word (or phrase) in apposition: 

1. Albany the capital of New York is a large city.

2. Andy my best friend lives on the next block.

3. I went to visit Mrs. Adams our neighbor in the hospital.

4. The last book I read Tom Sawyer was humorous.

5. George Washington the first president of the United States was a great man.

* ANSWERS ON ACTIVITY SHEET 16C.

......,.. RULES 

Examples: 

Use a comma before (or after) a quotation, as in dialogue . 

Jeff said, "I'll race you to the corner." 
"Okay," I replied. 

IN THE FOLLOWING DIALOGUE, INSERT COMMAS WHERE REQUIRED: 

Li�J.t'I. ope�eJ. +-li\e J.oov t'l.�J. St'l.i.A \'Co1Me o� i�.,, 
I wt'l.lketA. i.�to tli\e li.vi.�8 voo'M. \'Let's tA.o ov.v li\01Mewovk11 I Sl>.88es+-eJ.. 
\\Okt'1.y11 u�tA.t'\ vepli.eJ.. \'Wli\t'l.t sli\ov.ltA. we J.o .Pi.vs+-'' sli\e t'I.SketA.. 
\'I' tA. like to wovk o� IMt'l.tli\ .Pi.vs+-11 I tolJ. li\ev. 
ANSWERS ON ACTIVITY SHEET 16C. 
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Name 

Using Commas 16C 

Date 
-------------------- ----------

LISTS AND SEPARATORS 

Additional Rules and Exercises 

A. ANSWERS TO EXERCISES ON ACTIVITY SHEET 16B

RULE 4 1. Albany, the capital of New York, is a large city. 

2. Andy, my best friend, lives on the next block.

3. I went to visit Mrs. Adams, our neighbor, in the hospital.

4. The last book I read, Tom Sawyer, was humorous.

5. George Washington, the first president of the U.S., was a great man.

RULE 5 Linda opened the door and said, "Come on in." 
I walked into the living room. "Let's do our homework," I suggested. 
"Okay," Linda replied. "What should we do first," she asked. 
I'd like to work on math first," I told her. 

-. RULE 6 Use a comma after an introductory word or a phrase at the beginning of a 
sentence to separate it from the main part of the sentence. 

Examples: When I saw my school photo, I laughed out loud. 
If you see Erin, tell her I'll be home late today. 
After you get there, wait for me. 
Usually, I get home at three o'clock. 

B. Insert commas in the following sentences to separate the introductory clause from the
rest of the sentence.

1. When you finish your homework go to sleep.

2. After I get home I'll call Kevin.

3. Before you leave put on your coat.

4. If I get there first I'll wait for you.

5. As soon as I get home I'll call you.

6. However I may get home earlier.

* ANSWERS ON THE BOTTOM OF THIS PAGE.
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Name 

Using Commas 16D 

--------------------

Date ________ _ 

LISTS AND SEPARATORS 

Additional Rules and Exerdses 

___.. RULE 7 Use a comma between a city and state, as Tampa, Florida 

__,... RULE 8 Use a comma beti-veen a day number and year; as May�: 
1999. 

---.. RULE 9 Use a comma after the greeting in a friendly letter, as in 
Dear Aunt Linda, 

---.. RULE 10 Use a comma after the closing in a letter, as in Yours truly, 

A. Insert commas where they belong in the following friendly letter:

Dear Kevin 

25 Maple Street 

Oakville NY 10950

December 1 2000 

I hope you are happy in your new house. What is it like to live 
in Philadelphia Pennsylvania? In school all the kids miss you. Do you 
remember the tall blonde kid Pat Sawyer? Yesterday he asked where 
you were. When you come back for the holidays don't forget to call 
me. 

Your friend 

Andy 

CHECK YOUR PUNCTUATION WITH THE ANSWER AT THE BOTTOM OF THIS PAGE. 

B. Insert commas where they belong in the following sentences:

1. Did you ever visit Disney World in Orlando Florida?

2. When I was a little kid we lived in Denver Colorado.

3. We moved here on April 5 1998.

4. My sister was born on February 17 1995.

'LI .freruqa::r ·v 's n1dv '£ '1aAuaa ·z 'opuepo ·1 
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Name 

Using Commas 16E 

Date -------------------- ----------

___.. RULE 11 

LISTS AND SEPARATORS 

Additional Rules and Exercises 

Use a comma between two adjectives modifying the same noun, 
as I came to a strange, far-off city. 

Note: Use the comma only if you are able to use the word and in its place (a strange and far­
off city). If you could not use "and" between the adjectives, do not use a comma, as He wore 
a dark blue jacket. (No comma-you could not say dark and blue.) 

___.. RULE 12 Use a comma after introductory words in a sentence, as in Oh, there you are! 

A. Insert commas where they belong in the following sentences:

1. Really I cannot understand a word you say.

2. Here give this to your brother.

3. That tree has ripe delicious fruit.

4. She wore a light blue dress.

5. He is a tall handsome man.

6. Lara why are you late?

7. It was a wonderful interesting trip.

8. No I can't go to the party tomorrow.

9. Look at the starry moonlit sky!

10. Last night I saw a scary exciting movie.

11. Rex come here right now!

'Alll?lS "6 'e1e1 ·9 'adp "£
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Name 

Using Commas 16F 

-------------------

Date _______ _ 

LISTS AND SEPARATORS 

Review 

This activity contains exercises to help you review what you have learned about using commas. 

A. Complete these sentences by putting in commas where needed.

l. When I get home I'm going to walk the dog finish my homework and eat dinner.

2. By the middle of the next century we'll all be traveling in space.

3. My favorite computer game "Battling the Bad Guy" is on sale today.

4. Looking at his mom's face Gary knew he was in trouble.

5. My friend Tom Hansen is moving away.

* ANSWERS AT BOTTOM OF THIS PAGE.

B. Insert commas wherever they are needed in the following paragraph:

Yes+-ev-J.c:,\.y I \\o+-i.ceJ. v--\Y ..Pv-ie\\J. Elle\\ l\\ +-li\e Hbv-c:,\.v-y. 
Sli\e wc:,\S si++i"B c:,\.t c:,\. +-c:,\.ole wi+-li\ two boo\:s +-li\v-ee v--\c:,\Bc:,\.­
z.i.\\es c:,\\\J. two pe\\s. ''Hi" I sc:,\.ieA. Wli\e\\ sli\e Sc:,\w v--\e sli\e 
Sv--\UeJ.. ''Hello" sli\e v-eplieJ.. I c:,\s\:eeA li\ev- i..P sli\e wc:,\.S wov-\:­
l\\8 O\\ c:,\ v-epov-+- .Pov- t--\v-. Si.v--\O\\S OL\v- soci.c:,\.l s+-L\J.i.es tec:,\.cli\ev. 
NoeAJ.i."8 li\ev- li\ec:,\.J. sli\e v-ev--\c:,\.v\:eJ. tli\c:,\+- pc:,\.v-+-s o\\e two 
c:,\.\\J. tli\v-ee o..P tli\e v-epov+- wev-e +-li\e li\c:,\.v-J.es+-. ''O\\ce I Be+­
+-li\c:,\.+- pc:,\v-+- J.o\\e I'll be li\ov--\e ..Pv-ee11 sli\e sc:,\.i.J.. 
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Name 
---------------------

Using the Dash 17 

Date 
----------

SET IT OFF 

Explanation and Exercises 

A. Dashes set off ideas that are separate from the main sentence. They are similar to commas
but interrupt the sentence more forcefully and emphasize the additional thought, as

1. Aunt Emma-a wild and funny lady-is my mother's younger sister.

2. The New York Giants-Alan's favorite team-is winning again.

3. June Masterson-a really annoying person-sits behind me in class.

Dashes can also be used to introduce a word-or group of words-you want to empha­
size, as 

1. Dennis needs one thing to make his life complete-a new bike.

2. Mom asked if I had everything I needed for the trip-my sleeping bag, a change of cloth­
ing, and my camera.

3. The person I least wanted to see showed up for the party-Lucy Grant.

B. Rewrite these sentences on the line below, inserting dashes where needed.

1. Ellen knows how to cook three things spaghetti, scrambled eggs, and hamburgers.

2. Mr. Jacobs my favorite teacher in the world was absent today.

3. Sweet-smelling flowers roses and gardenias grew in the garden.

4. Are you sure you have the right address 23 Cranshaw Road?

5. One emotion stands out above all the rest love.

-
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Using the Apostrophe to Show Possession 18A 

Name _________________ _ Date ________ _ 

WHOSE IS IT? 

Explanation and Exerdses 

The apostrophe has two meanings. It either shows possession or means that a letter has been 
left out. 

A. POSSESSION: The apostrophe shows ownership by someone or something, as

Jake's dog is tearing up our yard. (The dog belongs to Jake.)
The children's clothing department is busy. (The clothing belongs to the children.)

Put the apostrophe aft.er the s in plural words, as

The ladies' room is down the hall. (Room belongs to ladies.)
The students' tests are on the teacher's desk. (Tests belong to the students-plural.

Desk belongs to the teacher-singular.) 

Do not use an apostrophe with personal possessive pronouns-my, mine, your, yours, his, 
her, hers, its, our, ours, your, yours, their, theirs-since these already show possession without the 
apostrophe, as 

Janie left her book on the table. 
The book is hers. 
The dog obeys its owner. 

B. Complete the following sentences by inserting the correct word:

1. The _____ crown is on her head. (The crown belongs to the Queen.) 

2. The _____ medal was pinned to his coat. (The medal belongs to the hero.) 

3. You will recognize the bakery by _____ heavenly aroma. (its or it's) 

4. The _____ howling was frightening. (The howling belongs to the wolves.) 

5. Is this lunchbox _____ ? (The lunchbox belongs to you.) 

6. The _____ bouquet is beautiful. (The bouquet belongs to the bride.) 

7. The _____ stalls have been cleaned. (The stalls belong to the horses.) 

8. This pen is ____ _ (The pen belongs to me.) 

9. _____ team is the best in Little League. (The team belongs to Patrick.) 

10. My _____ store is on this block. (The store belongs to the parents.) 

*SEE ACTIVITY 18B FOR ANSWERS.
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Using the Apostrophe to Show Omission 18B

Name 
--------------------

Date ________ _ 

1. Queen's,
7. horses',

WHAT'S LEFT OUT? 

Explanation and Exerdses 

A. ANSWERS TO ACTIVITY 18A:

2. hero's,
8. mine,

3. its, 4. wolves', 5. yours,
9. Patrick's, 10. parents'

6. bride's,

B. The apostrophe is used to show that something (a letter) has been left out, as

It's going to be the most important game of the year.
(It's stands for it is. The apostrophe takes the place of the i in is.) 

I don't want to miss that game. 
(Don't means do not. The o in not is left out. The apostrophe takes its place.) 

He's going to have a great birthday party. 
(He's means he is. The apostrophe takes the place of the i in is.) 

Words that use the apostrophe to show omitted letters are called contractions. Some 
additional contractions are: wasn't (was not), isn't (is not), can't (cannot), doesn't (does not), 
didn't (did not), she's (she is), aren't (are not), and I'm (I am). 

C. Complete the following sentences by filling in the correct contraction:

1. _____ wearing my most comfortable shoes on the hike.

2. Look at Meg! _____ running down the street.

3. The game is long. _____ going into extra innings.

4. Ethan _____ want to go on the trip.

5. Sally _____ go to school because she's sick.

* ANSWERS AT BOTTOM OF THIS PAGE.

D. Two of the most commonly misused words are it's and its. Here is a good way
to remember how to use these words correctly. It's always stands for it is. If it is

makes sense in the sentence, write it's. If it is does not fit in, write its.

E. Complete these sentences with either its or it's.

1. _____ time to leave for school.

2. _____ clear that he doesn't know the answer.

3. The dog is wagging _____ tail.

4. The wagon lost _____ front wheel.
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Using Apostrophes 18C 

Name _________________ _ Date _______ _ 

TO APOSTROPHE OR NOT TO 

APOSTROPHE! 

Additional Exerdses 

A. The following paragraph contains fourteen errors using
apostrophes. Sometimes a necessary apostrophe has been omit­
ted. Sometimes an apostrophe appears where it doesn't belong.

Circle all the apostrophe errors. Then, rewrite the paragraph correctly on the lines below. 

I\A-\ sovvy +-o +-ell yol>. +-l-\<'\+- yol>.'ve .P<'\\A-\ilys �08 is C<'\l.\Sl\\8 
<'\ pvoble\A-\ l\\ +-l-\e \\eiBl-\bovl-\oo�. H·s 80l\\i i\\+-o +-l-\e \\eiBl-\­
bovs y<'\v�'s <'\\\� \A-\<'\�l\\8 \A-\esses. Also, i+- s lol>.� b<'\v\:.i\\8 is <'\ 

ve<'\\ \\l>.iS<'\\\Ce. We \:.\\ow +-l-\<'\+- +-l-\e �OBS \\<'\\A-\e is B<'\v\\ey. 
l+-s \\Of- ve<'\lly B<'\v\\eys .P<'\l>.l+-. l+-s yol>.v .P<'\\A-\ily' s vespo\\sibili+-y 
+-o co\\+-vol yol>.v pe+-s bel-\<'\viov. Tue pvoble\A-\ is yol>.v's, <'\\\� 

<'\\\ 'j0l,\1ve \\el8V\OOYS l-\ope 'jOl.\ wm +-<'\\:.e C<'\Ye o.P i+-. 

B. Did you find all fourteen apostrophe errors? (If you missed any, check the answers at the
bottom of this page. Then, copy the complete paragraph correctly on the lines below.)
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Name 
-------------------

Using Apostrophes 18D 

Date 
---------

TO APOSTROPHE OR NOT TO APOSTROPHE! 

Additional Exerdses 

A. Check the correct sentence in each group below:

1. D a.

Db.

□ C.

2. D a.

Db.

0 C.

3. D a.

Db.

□ c.

4. □ a.

Db.

0 c.

5. D a.

Db.

0 c.

6. □ a.

Db.

Megans dog is wagging it's tail. 

Megan's dog is wagging it's tail. 

Megan's dog is wagging its tail. 

Eds brother is the teams star player. 

Ed's brother is the team's star player. 

Ed's brother is the teams star player. 

Your dog's food is in it's dish. 

Your dog's food is in its dish. 

Your dogs food is in it's dish. 

It's clear that Mike's story is best. 

Its clear that Mike's story is best. 

It's clear that Mikes story is best. 

Mikes team has already won two pennant's. 

Mike's team has already won two pennants. 

Mike's team has already won two pennant's. 

I dont think this is Jennifer's book. 

I don't think this is Jennifers book. 

□ c. I don't think this is Jennifer's book. 

7. □ a.

□ b.

□ C.

8. D a.

Db.

D C.

D d.

Sarahs brother said that she's sick today. 

Sarah's brother said that shes sick today. 

Sarah's brother said that she's sick today. 

I don't always agree with my parent's rules. 

I dont always agree with my parents' rules. 

I don't always agree with my parents' rules. 

I don't always agree with my parents rules. 
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Name 

Using Colons 19 

--------------------

Date ________ _ 

COMING ATTRACTIONS 

Explanation and Exerdses 

A colon (:) is used to prepare the reader for something that follows. Think 
of a colon as a ramp inviting you to continue onto the road. 

A. A colon introduces a word or phrase that explains or illustrates the preceding statement,
as foe has a problem: to remain at the party or leave. Note: The statement before the colon should
be able to stand by itself (foe has a problem).

B. A colon may introduce a list, as Here is what you will need for school: pens, pencils, rulers,
and notebooks.

C. A colon may replace a comma before a long quotation, as Abraham Lincoln said: Fourscore
and seven years ago our fathers brought forth on this continent a new nation, conceived in liberty,
and dedicated to the proposition that all men are created equal. (Note: Quotation marks are not
used with a long, direct quotation.)

D. A colon is also used after the greeting in a business letter, as Dear Mr. Franco:

E. A colon is also used between hours and minutes, as 10:30 A.M. or 2:45 P.M.

F. Insert a colon where it belongs in the following sentences:

1. Here is Zack's problem how to pass his science course.

2. Here is what you should pack for the trip two shirts, one pair of jeans, and three pairs
of socks.

3. The article concluded with these words The sort of person you will become is deter­
mined by how you live your everyday life and the ways in which you treat your fellow
human beings.

4. Remember this rule honesty is the best policy.

5. My shopping list contains the following items milk, bread, apple juice, and cheese.

6. Do these things when you get home eat a snack, walk the dog, and finish your home­
work.

7. I have four favorite boys' names Bill, Andrew, Colin, and Philip.

8. This is the golden rule do unto others as you would have them do unto you.

*SEE ANSWERS BELOW.
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Using Semicolons 20A 

Name __________________ _ Date ________ _ 

SEMICOLON SUGGESTIONS 

Explanation and Exercises 

Think of a semicolon as being stronger than a comma or colon, but not as strong as a peri­
od. Here are some rules for using semicolons. 

A. Use a semicolon to separate independent clauses not joined by a conjunction.

Examples: Each clause could stand as a separate sentence; the semicolon brings them closer
together. 

English class meets qt one o'clock; science is at two. 

(Note: In the examples above, each of the clauses on either side of the semicolon could 
be a complete sentence.) 

B. Use a semicolon between independent clauses if they are joined by such words as howev­
er, also, besides, indeed, otherwise, therefore, in fact, meanwhile, furthermore, and then.

Examples: I would like to visit you; however, I have a cold. 
He is not a nice person; besides, he has a bad temper. 

(Note: Do not use a colon if the clauses are joined by a conjunction such as and or but, 
as He is not a nice person and he has a bad temper. 

C. Use a semicolon in a series of three or more when commas are used as part of the items.

Examples: Alex, my brother's friend; Colin, my cousin; and Randy, another cousin are all
coming to the party. 

She has three pets: Barney, the frog; Marlon, the cat; and Bumbles, the rabbit. 

D. Check the correctly punctuated sentence in each group.

1. D a. 
Db. 

2. D a.
0 b.

3. 0 a.

0 b.

4. o a.

0 b.

Jenny loves ice cream; her favorite flavor is vanilla. 
Jenny loves ice cream, her favorite flavor is vanilla. 

I like cookies; and I also like cake. 
I like cookies and I also like cake. 

Mr. Adams, the teacher; Ms. Hopkins, the principal; and Mr. Sharp, 
the superintendent will all be at the meeting. 

Mr. Adams, the teacher, Ms. Hopkins, the principal, and Mr. Sharp, 
the superintendent will all be at the meeting. 

Susan is ready, however, she is waiting for Elena. 
Susan is ready; however, she is waiting for Elena. 

*SEE ANSWERS BELOW.
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Using Semicolons 208 

Name 
-------------------

Date _______ _ 

SEMICOLON SUGGESTIONS 

Additional Exercises 

Check the correctly punctuated sentence in each group. 

1. 0 a.

0 b.

2. D a.

0 b. 

3. 0 a.

0 b.

4. O a.

0 b.

0 C.

5. 0 a.

Db. 

0 C. 

6. O a.

Ob. 

7. 0 a.

0 b.

It is a long trip, however, I will try to be there. 

It is a long trip; however, I will try to be there. 

Adam, the lawyer, Santiago, the doctor, and Alan, the carpenter belong to 
the same bowling club. 

Adam, the lawyer; Santiago, the doctor; and Alan, the carpenter belong to 
the same bowling club. 

Maria wants to go to the party; and so does Anita. 

Maria wants to go to the party and so does Anita. 

The girl sneezed, then she looked for a tissue. 

The girl sneezed; then she looked for a tissue. 

The girl sneezed then she looked for a tissue. 

The meeting was attended by Julie, the president; Adam, the vice-president; 
Sam, the secretary; and Joe, the treasurer. 

The meeting was attended by Julie the president, Adam the vice-president, 
Sam the secretary, and Joe the treasurer. 

The meeting was attended by Julie, the president, Adam, the vice-president, 
Sam, the secretary, and Joe, the treasurer. 

Sheila wants to learn to play the piano, however, she does not have a piano 
in the house. 

Sheila wants to learn to play the piano; however, she does not have a piano 
in the house. 

Tasha is thirsty; she wants a glass of water. 

Tasha is thirsty, she wants a glass of water. 

*SEE ANSWERS BELOW.
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Using Hyphens 21 

Name 
--------------------

Date ________ _ 

HYPHEN HELP 

Explanation and Exerdses 

A. RULES FOR USING HYPHENS

l. Hyphens are used to divide a word between syllables at the end of a line, as

When I go to the party, I'll be care-
ful not to tire myself, and not to over-
eat.

(Note: It is always best not to divide a word at the end of a line. When necessary, divide
only between syllables. Consult a dictionary if you are not sure of the syllables.)

2. Hyphens are used in compound words before nouns, as in

Stephen King is a well-known writer.

3. Hyphens are used when writing numbers, such as twenty-one to ninety-nine.

4. Hyphens are used when spelling out fractions, as one-half

5. Hyphens are used when adding some prefixes to words, such as sun-dried or non-stop.

The prefixes self-, all-, and ex- are almost always followed by a hyphen as in these exam­
ples: self-starting, all-around, ex-marine.

B. Insert a hyphen where necessary in the following sentences:

1. Last week, my mom turned forty one.

2. My uncle Steve is a well known actor in television.

3. Sheila and I had a fight yesterday, so she is now my ex friend.

4. When I am in my room, my stereo plays non stop music.

5. I admire Tony because he has a lot of self confidence.

6. When I am twenty one, I will get my own apartment.

7. One half of twenty is ten.

8. Sandy is an ex president of our club.

9. My cousin, Joe, is an all around great athlete.
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Using Quotation Marks 22A 

Name __________________ _ Date ________ _ 

HAPPY PAIRS 

Explanation and Exerdses 

Quotation marks are sociable. They never travel alone, but 
are always found in pairs: one at the beginning and one at 
the end. 

II II 

A. Rules for Using Quotation Marks

_.RULE I Dialogue-Quotation marks set off words that are spoken.

When the quote comes midway in the sentence, the quotation mark is preceded by a
comma, as in Mark shouted, "Here I come!"

When the quote comes at the beginning of a sentence, the comma is placed before the
closing quotation mark as in "I'm hungry," said Ed.

(Note: A question mark or exclamation point can be used instead of the comma, where
appropriate, as in "Where are you?" Megan asked.) 

-. RULE 2 Quotation marks are used to set off words that are quoted, as in Thomas 
Jefferson wrote, "All men are created equal. 11 

(Note: Commas are used with quotes the same way as with dialogue.) 

B. Copy these sentences on the line below, using quotation marks and commas (or question
mark or exclamation point) where necessary.

1. Jeff answered the phone and said Hi.

2. Hi, it's Phil said the voice at the other end.

3. I just finished my homework Jeff told him.

4. Come over and we'll watch t.v. suggested Phil.

5. Once upon a midnight dreary is from a poem by Poe.

* ANSWERS ON ACTIVITY SHEET 22B.
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Using Quotation Marks 22B 

Name __________________ _ Date ________ _ 

HAPPY PAIRS 

Explanation and Exerdses 

A. ANSWERS TO EXERCISE B ON ACTIVITY SHEET 22A:

1. Jeff answered the phone and said, "Hi."

2. "Hi, it's Phil," said the voice at the other end.

3. "I just finished my homework," Jeff told him.

4. "Come over and we'll watch t.v.," suggested Phil.

5. "Once upon a midnight dreary," is from a poem by Poe.

B. WRITING DIALOGUE: When writing dialogue, always begin a new paragraph each
time someone else speaks, as

Jose looked all around the room. He called out, "Where's my brother?" 

"Here I am," Luis shouted from the other room. 

"Hurry up! Dinner's ready!" Jose told him. 

C. Quotation marks are used around titles of songs, short stories, articles, and poems, as in
"Get Happy" is my favorite song.

(Note: Do not use commas with the quotations marks around titles) 

D. Check the sentence in each group that uses quotation marks and related punctuation
correctly .

1. D a.

Db.
0 C.

2. D a.

Db.
0 C.

3. D a.

0 b.

0 C.

4. D a.

Db.

0 c.

"Hi," said Bobby, opening the door. 

Hi, said Bobby, opening the door. 
"Hi" said Bobby, opening the door. 

The man standing there asked Is your mother home? 

The man standing there asked, "Is your mother home? 

The man standing there asked, "Is your mother home?" 

I'll be there soon is Sophie's favorite pop song. 

"I'll Be There Soon" is Sophie's favorite pop song. 

"I'll Be There Soon," is Sophie's favorite pop song. 

In his essay, Paul wrote "Our generation will be great." 

In his essay, Paul wrote, "Our generation will be great. 

In his essay, Paul wrote, "Our generation will be great." 
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Using Quotation Marks 22( 

Name __________________ _ Date ________ _ 

COOL CONVERSATION 

Writing Dialogue-First Dra� 

A. REVIEW OF RULES FOR WRITING DIALOGUE:

_.. l. Put quotation marks at the beginning and end of each speech. 

_.. 2. When the quote comes midway in the sentence, the quotation mark is preceded by 
a comma, as Matt said to his brother, "Don't come in my room." 

_.. 3. When the quote comes at the beginning of a sentence, the comma is placed before 
the closing quotation mark, as "You're weird, 11 I told him. 

_.. 4. Begin a new paragraph every time someone begins to speak. 

B. WRITE SOME COOL CONVERSATION: Below is the beginning of a conversation
between Matt and Jonathan. Continue with this dialogue, adding at least eight more lines.
You can include some action during the dialogue as is done at the beginning. This is just a
draft, so concentrate on getting your thoughts down on paper; don't worry about spelling
and grammar, except for the use of quotation marks. Indent at the beginning of each para­
graph. (Use the back of this paper if you need more room.)

Matt saw Jonathan ahead on his way to school. "Hey, Jonathan," he called. 
Jonathan stopped to wait. "Hi," he said. 
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Using Quotation Marks 22D 

Name ------------------- Date ________ _ 

COOL CONVERSATION 

Writing Dialogue: Revising and Writing a Final Copy 

A. REVISE AND EDIT THE DIALOGUE YOU WROTE IN ACTIVITY 22C,
USING THE FOLLOWING QUESTIONS AS GUIDELINES: 

1. Did you add at least eight more lines? Can you think of more interesting con-
versation to add?

2. Do you begin a new paragraph and indent each time someone begins to speak?

3. Are there quotation marks at the beginning and end of each speech?

4. Are commas placed where they belong? (Check rules in Activity 22B)

5. Are there any words you are not sure how to spell? Consult a dictionary.

en 

� B. When your dialogue is as good as you can make it, write your final copy below.
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Ellipsis, Slash, Parentheses 23A 

Name 
-------------------

Date ________ _ 

VARIETY SHOW 

Explanation and Rules 

Here are some additional punctuation marks and directions for using them correctly. 

A. ELLIPSIS-An ellipsis, three dots ( ... ) is used inside a quote to show that you have
omitted some words, as in this example:

In his letter, Jake wrote, "I'm having a great time here. Yesterday, I saw a movie ... 
and stayed up late." 

B. SLASH-A slash (/) shows a choice between two words or phrases, as in this example:

Every student should write his/her name at the top of the paper.

C. PARENTHESES

1. Parentheses ( ) are placed around a word or group of words to show that something is
extra or explanatory to the main subject, as in these examples:
I'll come one day next week (Tuesday or Wednesday) to clean your house.
Read Chapter 4 (pages 20-27) for homework.

2. When a sentence is used in parentheses inside another sentence, do not use capital let­
ters or periods, as in

Martha Harmon (you met her last week) will be at the party.

3. When a sentence is used in parentheses after a complete sentence, capitalize the first let­
ter and use a period, question mark, or exclamation point, as in

Don't forget to bring the supplies. (You know the ones I mean!)

4. Use parentheses around the abbreviation of an organization after its full name, as in
Where is the Society for the Prevention of Cruelty to Animals (SPCA)?

5. Use parentheses to enclose numbers or letters that show divisions, as in

Our topics today are (a) election of officers, (b) naming committees, and (c) setting a
date for the next meeting.

*CONTINUED ON ACTIVITY SHEET 23B.
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Exercises 238 

Name __________________ _ Date _______ _ 

VARIETY SHOW 

Exerdses 

Refer to the rules on exercise sheet 23A when doing these exercises. 

A. Insert parentheses where they belong in the following sentences:

l. This map I am certain it is accurate will lead to the treasure.

2. I want the following items from the market: a rice, b milk, c bread, d soda.

3. Anita and Lea wherever they are would be interested in this.

4. My Uncle Max works for the National Aeronautics and Space Administration NASA.

5. Turn to Section Two in the book pages 50-60.

6. Alan he's my cousin is going to your camp this summer.

7. Our toll-free number 1-800-222-JUMP is easy to reach.

*ANSWERS AT THE BOTTOM OF THIS PAPER

B. 1. On the lines below, write two sentences using the ellipsis.

2. On the lines below, write two sentences using the slash.
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Period, Question Mark, Exclamation Point 24A 

Name 
-------------------

Date _______ _ 

STOP! 

Explanation and Exercises 

The period, the question mark, and the exclamation point are like STOP signs on a highway. 
They tell the reader to come to a halt. 

A. The period marks the end of a declarative sentence. Every sentence that is a statement
should end with a period, as in

Alissa is having a Halloween party. 

The Logan family moved to Maryland. 

Hold the dog's leash tightly. 

B. The question mark marks the end of an interrogative sentence (a sentence that asks a ques­
tion), as in

Where is your school? 

Does Jeff like to play basketball? 

C. The exclamation point marks the end of a sentence that expresses strong feelings or force­
ful commands, as in

What a great student you are! 

Hurry up! 

D. TRY IT OUT: Insert the correct punctuation mark at the end of each of the following
sentences:

1. What grade are you in now

2. Jonathan will be in Little League next year

3. The pool opened for the summer

4. Get out of here right now

5. Look at my new watch

6. What did you get for your birthday

7. Ouch That hurts

8. Stop fighting

9. Did you raise your hand in class

10. Vicki just got a new computer

* ANSWERS ON ACTIVITY SHEET 24B. 
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Name 

Period, Question Mark, Exclamation Point 24B 

------------------

Date _______ _ 

STOP! 

Exerdses-Paragraphs 

A. ANSWERS TO EXERCISE ON ACTIVITY 24A: THE PUNCTUATION AT

THE END OF EACH SENTENCE SHOULD BE AS FOLLOWS: 

1. ? 5. 8. ! 

2. 

3. 

4. 

6. ?

7. ! ! 

9. ?

10 . .

B. Punctuate the following paragraph. Insert periods, question marks, and exclamation
points where needed.

Wow I H'\Ol.\8l-\+- l+- wol.\l.:A 'be l-\c,,.v.:A to wvl+-e c,,. pc,,.vc,,.-
8vc,,.pl-\ �ow I ��ow ½-l-\c,,.½- l+- is �o+- l-\c,,.vc:A c,,.½- c,,.ll Do yol.\ 
evev l-\c,,.ve hol.\'ble wvl+-l�B pc,,.vc,,.8vc,,.pl-\s Do�'+- wcvvy Jl.\st 
.:Ao l+- Yol.\'ll .Pi�c:A it's ec,,.sy c,,.#ev c,,. little pvc,,.d-tce 

* ANSWER ON ACTIVJTY SHEET 24C.

C. The next paragraph is a little more difficult. There are no capital letters to show you
where each sentence begins. Rewrite the complete paragraph on the lines below. Capitalize
the beginning of each new sentence. Put a period, question mark, or exclamation point at the
end of each sentence.

De ycl.\ ��ow ½-l-\c,,.½- I plc,,.y .Pivs+- t>O\Se c� �y Ll+-tle 
Lec,,.8l.\e tee,,.� �y tee,,.� is cc,,.llec:A tl-\e Pc,,.�½-l-\evs we wo� 
eiBl-\+- 8c,,.�es tl-\is sec,,.sc� c,,.�c:A o�ly lest +-we wl-\c,,.½- "' 
8vec,,.½- tee,,.� tl-\is is I'� so pvol.\A to be c,,. Pc,,.�½-l-\ev. 

* ANSWERS ON ACTIVITY SHEET 24C.



Name 

Period, Question Mark, Exclamation Point 24( 

------------------

Date _______ _ 

STOP! 

Additional Exerdses 

A. ANSWER TO ACTIVITY B ON ACTIVITY SHEET 24B:

Wow! I thought it would be hard to write a paragraph. Now I know 
that it is not hard at all. Do you ever have trouble writing paragraphs? 
Don't worry! Just do it! You'll find it's easy after a little practice. 

B. ANSWER TO ACTIVITY C ON ACTIVITY SHEET 24B:

Do you know that I play first base on my Little League team? My 
team is called the Panthers. We won eight games this season and only 
lost two. What a great team this is! I'm so proud to be a Panther! 

C. Write three sentences that end with a period.

D. Write three sentences that end with a question mark.

E. Write three sentences that end with an exclamation point.
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Punctuation Review 25A 

Name __________________ _ Date ________ _ 

PUNCTUATION EXPERT 

Review 

A. Each of these sentences contains at least one error in punctuation. Rewrite each sentence
on the line below with the correct punctuation.

1. There will be three boy's at the party.

2. I had chicken, peas, and french fries, for dinner.

3. Mrs. Caputo, my mom's best friend came to visit yesterday.

4. Mike said I'll see you later

5. Marla laughed, then she apologized .

6. Pat finished three quarters of the race.

0 
0 

� 7. The horse swished it's tail.
© 

8. Carlos didnt finish his homework.

9. Hooray. Im finished at last.

10. Is Michaels brother sick today.

11. Get home by six. I mean it.

12. When I finish eating Ill take a nap.

* ANSWERS ON ACTIVITY SHEET 25B. 



Punctuation Review 258 

Name ________________ _ Date ________ _ 

PUNCTUATION EXPERT 

Review 

A. ANSWERS TO EXERCISES ON ACTIVITY 25A:

1. There will be three boys at the party.
2. I had chicken, peas, and french fries for dinner.
3. Mrs. Caputo, my mom's best friend, came to visit yesterday.
4. Mike said, "I'll see you later."
5. Marla laughed; then she apologized.
6. Pat finished three-quarters of the race.
7. The horse swished its tail.
8. Carlos didn't finish his homework.
9. Hooray! I'm finished at last!

10. Is Michael's brother sick today?
11. Get home by six. I mean it!
12. When I finish eating, I'll take a nap.

B. Check the correctly punctuated sentence in each group.

1. D a.
Db.

DC.

2. D a.
Db.
D c.

3. D a.
Db.
D c.

4. D a.
Db.
0 c.

5. D a.
0 b.
0 C.

6. 0 a.
0 b.
0 C.

7. 0 a.
0 b.
0 C.

Rubbing her eyes Samantha said "Im tired. 
Rubbing her eyes, Samantha said, "I'm tired." 
Rubbing her eyes, Samantha said, "I'm tired" 

"Goodbye," said Joe waving his hand. 
"Goodbye" said Joe, waving his hand. 
"Goodbye," said Joe, waving his hand. 

Where would you like to go tomorrow, Pete? 
Where would you like to go tomorrow Pete? 
Where would you like to go tomorrow, Pete. 

I'll ask my sister (she's a brain) for the answers? 
I'll ask my sister (shes a brain) for the answers. 
I'll ask my sister (she's a brain) for the answers. 

Oh no. We missed the bus. 
Oh no? We missed the bus! 
Oh no! We missed the bus! 

Hurry up. It's almost time to leave. 
Hurry up! It's almost time to leave. 
Hurry up! Its almost time to leave. 

"For You" is my favorite song on Chana's new tape. 
"For You," is my favorite song on Chana's new tape. 
"For You" is my favorite song on Chanas new tape. 

*SEE ANSWERS BELOW.

I? 'L q ·9 :, ·s :, 'J, I? "£ :, ·z q '1 :sJaMsuy 

-cs 

.s 

k 

Q) 

Q) 

-cs 

-�

k 
Q) 

Q) 

Q) 

0 
0 

(Q) 



::, 
"0 
r,q 

.9 

<II 

"0 
<II 

Name 

Punctuation Review 26A 

--------------------
Date ________ _ 

FIND THE LOST PUNCTUATION 

Review 

It's terrible when punctuation is misplaced. Sentences become unclear. In these 
exercises, it will be up to you to find the lost punctuation. 

A. WANDERING COMMAS: Each sentence below contains one or more commas that
have wandered off and ended up in the wrong spot. Rewrite each sentence on the lines below,
putting the commas where they belong.

1. My, friend Sarah Romano, went to visit her aunt in, Dallas Texas.

2. When you feel tired always, stop to rest.

3. July, 4 1776 an important, date in history is remembered, each year .

fil 4. Theo's dad is, smart handsome and, successful.
C.) 

� 
£ 
g 5. Jeff called "Let's get, going!"
0 
(N 

@ 

* ANSWERS ON ACTIVITY SHEET 26B. 

B. The following sentences are in even worse shape. They have lost all their punctuation.
Rewrite each sentence below with all necessary marks of punctuation.

1. Were going to have twenty five people at the party

2. Stop Sallys teacher want to talk to you

3. Andys cousin said I really like this movie

4. Here take your brothers pencil and sharpen it

* ANSWERS ON ACTIVITY SHEET 26B.



Punctuation Review 26B 

Name _________________ _ Date _______ _ 

THE PUNCTUATION EXPERT 

Review 

A. ANSWERS TO EXERCISES ON ACTIVITY SHEET 26A:

Exercise A: 

1. My friend, Sarah Romano, went to visit her aunt in Dallas, Texas.
2. When you feel tired, always stop to rest.
3. July 4, 1776, an important date in history, is remembered each year.
4. Theo's dad is smart, handsome, and successful.
S. Jeff called, "Let's get going!"

Exercise B: 

1. We're going to have twenty-five people at the party.
2. Stop! Sally's teacher wants to talk to you.
3. Andy's cousin said, "I really like this movie."
4. Here, take your brother's pencil and sharpen it.

B. Write two sentences that are followed by a question mark.
1. 
2. 

C. Write two sentences that are followed by an exclamation point.

1. 
2. 

D. Write one sentence that uses a colon.

E. Write one sentence that uses a semicolon.

F. Write one sentence that uses a dash.

G. Write two sentences that use quotation marks.

1.

2. 

H. Write one sentence that uses parentheses.

I. Write one sentence that uses a hyphen.

"0 

.s 

Q) 

"0 

Q) 

Q) 

0 
0 
0 

© 



Section Three 

SPELLING HELP 

TEACHER'S GUIDE­

ALPHABETICAL LISTING OF SPELLING PROBLEMS 

AND THEIR ACTIVITY NUMBERS 

Section Three provides remedial help with the following spelling problems: 

SPELLING PROBLEM 

abbreviations 

capitalization 

commonly misspelled words 

compound words 

homonyms 

plurals 

prefixes 

spelling review 

suffixes 

suffixes (ful/fully) 

words containing ie or ei 

writing two words as one 

69 

ACTIVITY NUMBER 

43A,B 

35A, B, C 

36A, B, 37A,B,C 

42 

27 A, B, C, 28A, B, 

29A,B,30A,B 

32A, B, 33A,B, 34A,B 

41A,B,C 

44A, B 

39A, B, C, D 

40 

31A, B, C 

38 





Homonyms 27 A 

Name 
--------------------

Date _______ _ 

I HEAR WITH MY EAR 

Explanation and Exerdses 

Tell everyone here

You hear with your ear. 

Homonyms are words that sound alike but have different meanings. They are often spelled dif­
ferently, too. There are tricks you can learn to remember which one to use. 

The verse above shows you one such trick. Just think of how ear is spelled, and you will 
always know when to use hear. 

Here are some more ways to remember homonyms: 

Principal means "chief" or "head," like the principal of your school. Is your principal a 
pal? Well, even if he isn't, you can think of the word pal whenever you want to spell 
it. The other principle means "rule" or "law," as in "Correct spelling is an important 
principle of good writing." 

Made is the past tense of make, meaning to construct or produce, as in "The chocolate 
factory made lots of candy." 

Maid is someone who helps out in a house, as in "A maid came to clean the house." 
Remember, the maid will aid with the housekeeping. 

Sea means II ocean," as in "There were high waves in the sea." 

See means "look at," as in: "Do you see that clown?" There are two e's in the word eye 
and two e's in the see that you do with your eyes. 

Knot is something that is tied, as in "I tied a knot with a shoelace." 

Not means "no," as in "She would not stop laughing." Just think of the letters no when 
you want to spell not. 

hear, here made, maid knot, not principal, principle 

A. Fill in the blank spaces with the correct word from the above list.

1. My mom ______ a chocolate cake for my birthday.

2. Mike hit a kid and was sent to the office of the _____ _

3. Mike said that he did _____ do it.

4. Did anyone ______ what Mike did?

5. Did you ______ about the big storm yesterday?

6. The _____ is in the kitchen cooking dinner.

7. inr:::g:ift-for your binn a 

ANSWERS ON ACTIVITY SHEET 27B. 

sea, see 



Homonyms 27B 

Name ------------------- Date ________ _ 

I HEAR WITH MY EAR 

More Homonyms 

A. ANSWERS TO ACTIVITY 27A

1. made 3. not 5. hear 7. Here
2. principal 4. see 6. maid

B. MORE HOMONYMS

Are there tricks for remembering all homonyms? No, some have to be memorized. Study the 
homonyms below. Perhaps you can think of your own special ways of remembering them. 

One: a number, as in "I had only one pen." 
Won: past tense of "win," as in "Our team won the game." 

Pain: something that hurts, as in "I had a pain in my foot." 
Pane: part of a window, as in "There was a glass pane in the window." 

Days: part of a week, as in "There are seven days in a week." 
Daze: a confused state, as in "I was in a daze after banging my head." 

Tale: a story, as in "Do you like to read a fairy tale?" 
Tail: part of an animal, as in "The squirrel has a bushy tail." 

Wait: to expect, as in "We have to wait for the doctor." 
Weight: heaviness, as in "The weight of the bananas was two pounds." 

Rowed: propelled a boat, as in "They rowed down the river." 
Road: a street, as in "The car sped down the road. 11 

Right: correct, as in "Do you know the right answer?" 
Write: put down letters or words, as in "Write a story about ghosts." 

C. Fill in the correct word in the blank space.

1. I'll be home late, so don't ____ up for me. (weight or wait) 

2. Are you in ____ from the headache? (pane or pain) 

3. The ____ ahead has four lanes. (road or rowed) 

4. How many ____ are there in February? (daze or days) 

5. Have you heard the about Peter Rabbit? (tale or tail) 

6. My mom wants to lose (weight or wait) 

7. The game was ____ by only ____ team. (won or one) 

8. It's always ____ to tell the truth. (right or write) 

* ANSWERS ON ACTIVITY SHEET 27C.
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Homonyms 27C 

Name _________________ _ Date _______ _ 

I HEAR WITH MY EAR 

Using Homonyms in a Paragraph 

A. ANSWERS TO EXERCISE IN ACTIVITY 27B

1. wait 4. days 7. won, one

2. pain 5. tale 8. right

3. road 6. weight

Here are more fun homonyms: 

Peace: opposite of war, as in "Everyone wants peace in the world." 
Piece: part of something, as in "Luke wants a big piece of cake." 

Fair: even-handed, as in "The umpire's call was not fair. 11 

Fare: transportation cost, as in "How much is the bus fare to Ohio?" 

Hare: a rabbit, as in "I saw a big, brown hare in the woods." 
Hair: growth on body, as in "Rena has long, blonde hair. 11 

New: not old, as in "My dad bought a new car." 
Knew: past tense of know, as in "I knew every answer on the test." 

Break: smash, as in "Be careful not to break the new glass." 
Brake: part of a car, as in "Step on the brake to stop the car." 

Blew: past tense of blow, as in "The strong wind blew down the tree." 
Blue: a color, as in "The sky is blue. 11 

C. PARAGRAPH: Every sentence in the following paragraph contains at least one incor­
rect homonym. Write the paragraph correctly on the lines below.

We had an accident the first time my mom drove our knew car. It was only two daze old. 
We could hardly weight to try it out. As soon as we started, I new that something was going 
to happen. I could here a funny noise in the engine. We road to the end of the block. Mom 
tried to stop, but the break didn't work. We hit a big, blew truck. My head hit the windshield 
and I felt as though I was in a days. I could hardly sea straight. I had a pane in my neck, too. 
But I felt all write the next day. 



More Homonyms 28A 

Name __________________ _ Date ________ _ 

A PAIR OF PEARS 

Explanation and Exercises 

A. More Homonyms: Do you ever mix up these homonyms?

Pear is a tasty fruit, as in My, what a juicy pear!
Pair is a set of two, as in Alison's parents are a jolly pair.
Pare means "to cut off the peel," as Use that knife to pare the apple.

Meat is flesh food, as in Steak is my favorite cut of meat.
Meet means "to encounter," as in Did you meet Arthur on the street?

Sale is the selling of goods, as in There is a holiday sale at the market.
Sail is the canvas on a sailboat. Sail is also a verb that means to travel by

boat, as in The ocean liner will sail tomorrow. 

Role is a part in a play or film, as in She wants the starring role. 
Roll is a list of names. A roll is also a kind of bread. Roll is also a verb 

meaning to turn over and over, as in The cook must roll the dough to 
make a tasty roll. 

Deer is an animal, as in Bambi was a young deer. 
Dear means loved or liked, as in My parents are very dear to me. 
Dear is also part of the salutation on a letter, as in Dear Mr. Jones 

pear, pair, pare 

sale, sail 

deer, dear 

meat, meet 

role, roll 

B. Fill in the blank spaces with the correct word from the above list.

1. My mom bought me a of sneakers. 

2. The letter began, " Friend". 

3. Vegetarians never eat

4. I bought a · it was on at the market. 

5. Do you like your sandwich on rye bread or on a ? 

6. Come and _____ my friend, Orlando.

7. I want to play the _____ of Juliet in the school play.

* ANSWERS ON ACTIVITY 28B. 
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More Homonyms 28B 

Name Date ________ _ 

B. 

C. 

1. 

2. 

3. 

4. 

5. 

6. 

--------------------

A PAIR OF PEARS 

Explanation and Exercises 

A. ANSWERS TO EXERCISE B ON ACTIVITY 28A:

1. pair 2. Dear 3. meat 4. roll, sale

5. roll 6. meet 7. role

There are many homonyms in the English language. Here are some more. 

Stair is a step, as in Don't trip on that stair.

Stare means "to keep looking at," as in You should not stare at people. 

Aloud means "out loud," as in The teacher read the story aloud .

Allowed means permitted, as in We are not allowed to go into that room . 

A bear is a big, furry animal, as in The toddler held a teddy bear.

Bear is also a verb meaning "to stand for," as I cannot bear her crying. 
Bare means naked, as in He is bare in the shower. 

The sun is the star of a solar system, as The sun shines in the sky. 
A son is a male child, as in The mother kissed her son.

Hole is an opening, as in Dig a hole in the ground with your spade. 
Whole means "all or complete, 11 as in The whole class passed the test. 

Check the correct sentence in each group. 

0 a. She cannot bare to look at the sick bear. 
0 b. She cannot bear to look at the sick bear. 
0 c. She cannot bear to look at the sick bare. 

0 a. 
0 b. 

0 a. 
0 b. 

0 a. 
0 b. 
0 C. 

O a. 
0 b. 
0 C. 

0 a. 
0 b. 
0 C.

The earth revolves around the son. 
The earth revolves around the sun. 

That boy has a hole in his socks. 
That boy has a whole in his socks. 

Are you aloud to speak aloud in class? 
Are you allowed to speak allowed in class? 
Are you allowed to speak aloud in class? 

Do not stand on the stair and stare at the people below. 
Do not stand on the stare and stare at the people below. 
Do not stand on the stair and stair at the people below. 

Are you aloud to speak to Mr. Petty's sun? 
Are you allowed to speak to Mr. Petty's son? 
Are you allowed to speak to Mr. Petty's sun? 

*SEE ANSWERS BELOW. -----------------�
--- -------- -------



Simple Homonyms 29A 

Name _________________ _ Date ________ _ 

THEY SOUND THE SAME 

Simple Common Homonyms 

I wouldn't like to be 

A buzzy little bee! 

A. What two words sound exactly alike in this poem? If you said be and bee, you are right!

Homonyms are words that sound the same but are spelled differently.

B. Do you know these homonyms?

HOMONYMS 

be 
bee 

buy 
by 

close 
clothes 

for 
four 

our 
hour 

SENTENCES 

I want to be a doctor. 
The bee buzzed around the flower. 

You can buy food in the market. 
I can do it by myself. 

Close the door when you go out. 
We bought new clothes for school. 

Here is a present for you. 
There are four rooms in my house. 

Our house is very big. 
I will go to bed in one hour. 

C. Fill in the blank spaces with the correct word.

1. 

2. 

3. 

4. 

5. 

Get into the car and ____ the door. (close or clothes) 

The family next door has 

I will be home 

When will you 

Mom will be back in one 

____ children. (for or four) 

three o'clock. (by or buy) 

home? (be or bee) 

(our or hour) 

6. When can we go shopping for new ____ ? (close or clothes) 

7. That candy is ____ me (for or four) 

* ANSWERS ON ACTIVITY SHEET 29B. 
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Simple Homonyms 298

Name __________________ _ Date ________ _ 

B 

c. 

1. 

2. 

3. 

THEY SOUND THE SAME 

Simple Common Homonyms 

A. ANSWERS TO EXERCISE C ON ACTIVITY 29A:

1. close 4. be 6. clothes

2. four 5. hour 7. for

3. by

Here are more words that sound the same but are spelled differently. 

HOMONYMS SENTENCES 

no No, I don't want that book. 
know Do you know how to skate? 

so I was tired, so I went to bed. 
sew I can sew with a needle and thread. 

plain He was we�ring a plain shirt . 
plane Did you ever fly in a plane? 

week There are seven days in a week. 

weak I felt weak when I was sick. 

would I would like to go to the movies. 
wood Some houses are built of wood. 

Fill in the blank space with the correct word. 

My mom can the hem of that skirt. (so or sew) 

There is an important holiday next (week or weak) 

____ you like ice cream for dessert? (Would or Wood) 

4. Mike will travel by ____ to New York. (plain or plane) 

5. There are ____ bad marks on my report card. (no or know) 

6. My wrist felt ____ after I sprained it. (week or weak) 

7. Do you why Billy is absent today? (no or know) 

*SEE ANSWERS BELOW.
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Name _________________ _ 

Homonym Review 30A 

Date ---------

SAME SOUND, DIFFERENT MEANING 

Paragraph-First Dra� 

A. FIND THE MISTAKES: What a mixup!! The following paragraph contains ten homonyms
that are spelled wrong. Circle each of these. Then write the correct homonyms on the lines below.

Di.J. yol.A l-\eve �bol.At tl-\e tv-01.Able �t tl-\e Jol-\\\S0\\1S 
yestevJ.�y? ""v. )OV\\\S0\\1S SI.A\\, "T"OIMIMY, l-\�J. � p�\\e t\\ 
l-\i.s .Poot. -rl-\e J.octov .Pol.\\\J. � wl-\ole i.\\ ""fo1M1My1s le# 
toe. Wei.Bl-\+- till yol.A se� tl-\e bi.8 b�\\J.�8e O\\ ""fo1M1My's 
.Poot! He wo\\'t be �101.AJ. to w�l� wi.tl-\01.At cv1.Atcl-\es .Pov 
.Pi.ve J.�z.e. ""fo1M1MY l-\�tes tl-\�t bec�l..\se l-\e c�\\1t 
b�ve to l-\�ve people st�i.v �+- l-\i.1M. 

1. ----- 3. -----

2. ----- 4. -----

* ANSWERS ON ACTIVITY SHEET 30B.

5. -----

6. -----

7, ----

8. -----

9. ------

10. ____ _

B. Write your own paragraph about an event in your neighborhood or in your school.

Your paragraph should contain at least four sentences.
The first sentence should introduce the topic.
The next three or four sentences should tell more about the topic.
The last sentence should provide an ending or sum up the topic.
Include at least five of the homonyms from Exercise A. 

Write a first draft. of your paragraph below. This is only a rough copy, so don't be con­
cerned about punctuation or spelling (except for the homonyms, of course)! Just concentrate 
on getting your thoughts down. (Always indent at the beginning of a paragraph.) 
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Homonym Review 308 

Name __________________ _ Date ________ _ 

SAME SOUND, DIFFERENT MEANING 

Paragraph-Revising and Writing a Final Copy 

A. ANSWERS TO EXERCISE A ON ACTIVITY SHEET 30A:

1. hear, 2. son,
7. allowed, 8. days,

3. pain,
9. bear,

4. hole,
10. stare

5. Wait, 6. see,

B. Edit and review the paragraph you wrote on activity sheet 30A, using the following ques­
tions as guidelines:

1. Did you use at least five homonyms in your paragraph? Are they spelled correctly?

2. Does your first sentence introduce the topic?

3. Does the last sentence provide an ending or sum up the topic?

4. Does each sentence begin with a capital letter?

5. Are all your sentences complete? Do subjects and verbs agree?

6. Does each sentence end with a period, question mark, or exclamation point?

7. Is your punctuation correct? Do you use commas where necessary to make the meaning
clear?

8. Do you indent at the beginning of the paragraph?

C. Is your paragraph as perfect as you can make it? Write your final copy on the lines below.



Words with ie or ei 31 A 

Name __________________ _ Date ________ _ 

IE OR EI? 

Explanation and Exerdses 

A. RULES: Did you know that there are about 1,000 common words that contain ei or ie?
Do you often wonder which to use?

Everyone has heard this verse: 

Write i before e

except after c

Or when sounded like a

As in neighbor and weigh 

Memorizing this rhyme will help you decide whether to use ie or ei. Here is what it 
means: 

� ie is used most often, as in piece, lie, believe, chief, and thief 

� After c, use ei, as in receive, ceiling, conceited, and receipt. 

� Use ei when it is pronounced a, as in sleigh, weigh, eight, and chow mein. 

B. Insert the correct words in these sentences. (Read the rules again before you decide.)

1. Get on the scale and see what you ____ _ (weigh or wiegh) 

(mischeif or mischief) 

(freight or frieght) 

2. That toddler always gets into ____ _

3. 

4. 

5. 

6. 

7. 

8. 

9. 

I like to watch the _____ train go by. 

She has a blue (handkercheif or handkerchief) 

Mrs. Dow has a _____ on her hat. (veil or viel) 

(feild or field) The ball teams are on the 

The teacher didn't _____ Amy's excuse. (beleive or believe) 

The horse is in the stable. (neighing or nieghing) 

Santa Claus travels on a (sleigh or sliegh) 

10. It is pulled by eight ____ _ (reindeer or riendeer) 

11. There is a spider on the ____ _ ( ceiling or cieling) 

12. The salesperson gave Maria a ____ _ (receipt or reciept) 

13. Those apples cost ten cents ____ _ (apeice or apiece) 

* ANSWERS ON ACTIVITY SHEET 3 lB. 
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Words with ie or ei 31 B 

Name 
-------------------

Date _______ _ 

IE OR EI? 

Explanation and Exerdses 

A. ANSWERS TO EXERCISE ON ACTIVITY SHEET 31A:

1. weigh 4. handkerchief 7. believe

2. mischief 5. veil 8. neighing

3. freight 6. field 9. sleigh

13. apiece

B. EXCEPTIONS: There are exceptions to the rule of

Write i before e 

except after c 

or when sounding like a

as in neighbor and weigh 

Here are some words that break the rule: 

ancient forfeit seize 

caffeine height sheik 

counterfeit heir sleight 

efficient leisure their 

financier neither weird 

foreign protein 

C. Insert an appropriate word from the above list in each sentence.

1. Coffee contains ____ _

2. In his _____ time, Ed likes to play baseball.

3. The magician is skilled at _____ of hand.

10. reindeer

11. ceiling

12. receipt

4. The _____ to Mr. Rollo's estate will inherit a lot of money.

5. Alison and Harry are going to visit _____ Aunt Helen.

6. _____ Sharon nor Jessica want to eat dinner yet.

7. Have you ever traveled in _____ lands?

8. I just read a _____ ghost story.

____ 9. Do ou kno
:...:.
w
.:......::::

th
:.::.:
e
=-

�-------"o=f_.e.th=a=t�t=all lllillill1:ainL 

10. If you don't follow the rules, you may _____ the game.

*ANSWERS ON ACTIVITY SHEET 31C.



Words with ie or ei 31 C 

Name 
------------------

Date ________ _ 

IE OR EI? 

Review Exerdses 

A. ANSWERS TO EXERCISE ON ACTIVITY SHEET 31B:
1. caffeine 4. heir 7. foreign

2. leisure 5. their 8. weird

3. sleight 6. neither 9. height

10. forfeit

B. REVIEW EXERCISE USING EI AND IE: Check the correct spelling in each group.

1. 0 a. cheif 6. 0 a. yeild
ob. chief 0 b. yield 

2. 0 a. protein 7. 0 a. weigh
0 b. protien 0 b. wiegh 

3. O a. sheild 8. 0 a. beleif
0 b. shield 0 b. belief 

4. O a. theif 9. O a. fronteir
0 b. thief 0 b. frontier 

5. O a. financeir 10. O a. breif
0 b. financier 0 b. brief 

* ANSWERS AT THE BOTTOM OF THIS PAGE.

C. Circle the words that are spelled incorrectly in the following paragraph:

A\\t+-"' "'-\\J. 'Sopl'\te n'�e +-o sl'\op t\\ +-l"ltev \etsv.ve HtMe. Yes+-evJ."'y, 
"'+- +-l'\e tM"'\\, A\\t+-"' bov.8l"I+- +-wo l'\"'\\J.\:evcl'\et.Ps +-l"I"'+- cos+- +-l'\vee 
J.o\\"'vs "'petce. <Sl'\e B"'Ve +-l'\e \MO\\ey +-o +-l"le c"'sl'\tev "'\\J. "'s\:eJ. 
.Pov "' vedep+-. -rl'\e c"'sl'\tev w"'s vevy wtevJ.. 'Sl'\e setz.eJ. tl'\e 
\MO\\ey "'\\J. +-l"lvew +-l'\e vedep+- "'t A\\t+-"'· Tl'\e ,f v\s weve ve\etveJ. 
wl'\e\\ +-l"ley \e.P+- +-l'\e \M"'"· 
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Name 
--------------------

FROM ONE TO MANY 

Explanation and Exerdses 

Singular means one, as one book. 

Plural means more than one, as three books. 

A. RULES FOR PLURALS

1. A plural is usually formed by adding s, as hands, heads,
computers, clocks, friends, elephants, houses, and teams.

Plurals 32A 

Date ________ _ 

2. Nouns ending with ch, sh, s, x, or z form their plurals by adding es, as

brush, brushes 
glass, glasses 

watch, watches 
box, boxes 

fox, foxes 
buzz, buzzes 

3. Add s to most nouns ending in o, as radios, rodeos, cameos, pianos, patios, shampoos, trios,
banjos, solos, zeros.

4. Some nouns ending in o form plurals by adding es, as

buffalo, buffaloes echo, echoes 
potato, potatoes hero, heroes 
volcano, volcanoes veto, vetoes 

B. Complete the sentences that call for plurals.

1. Cut a tomato into the salad.

Cut two ______ into the salad.

2. Does your watch keep accurate time?

Do your ______ keep accurate time?

3. Fill her glass to the top with milk.

Fill their ______ to the top with milk.

4. There is a chair in the living room.

There are three ______ in the living room.

5. His office sent out one fax today.

His office sent out four ______ today.

6. Dad planted a rose bush in the garden.

tomato, tomatoes 
mosquito, mosquitoes 
cargo, cargoes 

Dad planted several rose ______ in the garden.

7. The soprano sang a solo at the concert.

The soprano sang two ______ at the concert.

8. The bird is sitting in its perch on the tree.

--------Xhe-hlr-d.s-are-----S-ittin-g-i-n--tll-e-i=±-======::-t:1c-rH-be-t-r-ee . 

* ANSWERS ON ACTIVITY SHEET 32B.



Plurals 32B 

Name Date 
-------------------

FROM ONE TO MANY 

Additional Exerdses 

---------

A. ANSWERS TO EXERCISE ON ACTIVITY SHEET 32A:

1. tomatoes 4. chairs 7. solos

2. watches 5. faxes 8. perches

3. glasses 6. bushes

B. On the lines below, write a sentence using the plural of each of the following words:

1. banjo 4. box 7. actor

2. computer 5. potato 8. mess

3. game 6. tax 9. exercise

Are you unsure about any of these plurals? Consult a dictionary! 

1. (banjo)

2. (computer)

3. (game)

4. (box)

5. (potato)

6. (tax)

7. (actor)

8. (mess)

9. (exercise)

* ANSWERS AT THE BOTTOM OF THIS PAGE.

C. On the list next to each word, write the plural.

1. hat _________ 4. loss

2. hero 5. piano ________ _

3. echo

*SEE ANSWERS BELOW.
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Name 

More Plurals 33A 

-------------------- Date ________ _ 

PLURALS WITH Y 

Explanation and Exerdses 

A. RULES: Many words end with the letter y. Here are the rules for forming plurals of
nouns ending in y.

1. If the letter in front of they is a vowel (a, e, i, o, u), adds, as in

alley, alleys 

valley, valleys 

chimney, chimneys 

birthday, birthdays 

journey, journeys 

monkey, monkeys 

attorney, attorneys 

highway, highways 

stay, stays 

essay, essays 

turkey, turkeys 

way, ways 
key, keys 
boy, boys 
joy, joys 

� 2. If the letter before the y is a consonant, change the y to ie before adding the s, as in
� 

baby, babies 
city, cities 
fly, flies 
try, tries 
diary, diaries 

activity, activities 

library, libraries 

dictionary, dictionaries 

country, countries 

jelly, jellies 

cry, cries 

fry, fries 

jury, juries 

story, stories 

pastry, pastries 

B. One word is underlined in each of the following sentences. On the line below, write
another sentence using the plural of the underlined words.

Example: The teacher said that Harry's essay was excellent. 
We have to write three essays a semester in social studies. 

1. What country would you like to visit?

2. The J ohnsons have one baby.

3. I like to read books that tell an exciting story.

4. Leah hopes that she gets a watch for her birthday.

5. Alex borrowed a book from the library.

* ANSWERS ON ACTIVITY SHEET 33B.



More Plurals 33B 

Name _________________ _ Date _______ _ 

PLURALS WITH Y 

Additional Exercises 

A. ANSWERS TO EXERCISE ON ACTIVITY SHEET 33A:

1. countries, 2. babies, 3. stories, 4. birthdays, S. libraries

B. Write the plural of each of the following words:

1. strawberry

2. attorney

3. highway

4. dictionary

5. blackberry

6. journey

7. discovery

8. copy

9. bay

10. laboratory

* ANSWERS AT THE BOTTOM OF THIS PAGE.

C. Circle the misspelled plurals in the following paragraph:

-rl.-\eve "'ve +-l.-\vee Hbv"'vys i� �y +-cw�. We l.-\"'ve +-c +-v"'vel c� 
+-we l.-\i8l.-\w"'ys +-c 8e+- +-c +-l.-\e c�e I li�e bes+-. -rwc c.P +-l.-\e libv<".vi"'�s 
+-l.-\eve "'ve l"'c:A ys, "'�c:A c�e is "' �"'�· I li�e +-c \cc� "'+- +-l.-\e �ys+-evys 
"'�c:A +-l.-\e c:Aic+-ic�"'vies. o�e c.P +-l.-\e l"'c:A ys is vevy �ice. 'Sl.-\e "'lw"'ys 
+-vys +-c l.-\elp �e .Pi�c:A +-l.-\e s+-cvys I li�e bes+-. o� +-l.-\e w"'y l.-\c�e, we 
sc�e+-i�es s+-op .Pov blAv8evs "'�c:A .Pvies. 

*SEE ANSWERS BELOW.
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Name 

Plurals: Final F 34A 

--------------------

Date ________ _ 

CHIEFS AND THIEVES 

Explanation and Exerdses 

A. When a word ends with a single f, the plural is usually formed by changing the fto v and
adding es, as in:

SINGULAR PLURAL 

thief thieves 

shelf shelves 

scarf scarves 

half halves 

calf calves 

elf elves 

hoof hooves 

loaf loaves 

leaf leaves 

sheaf sheaves 

.s B. Sometimes we just add s to make the plural, as in
2l 
A 
Q) 

� 
£ 
0 
0 
0 
(N 

@ 

SINGULAR 

chief 

handkerchief 

roof 

reef 

PLURAL 

chiefs 

handkerchiefs 

roofs 

reefs 

C. Rewrite each sentence on the line below, changing the underlined word to a plural form.
(Also make whatever other changes are necessary.)

Example: Give me a loaf of bread. Give me two loaves of bread. 

1. Mom keeps a handkerchief in her purse.

2. The shelf in my closet is wide.

3. Santa's elf is busy in December.

4. Pick one leaf from each tree.

*CHECK YOUR SPELLING WITH THE LISTS AT THE TOP OF THE PAGE.



Plurals: Final F 348 

Name __________________ _ Date ________ _ 

CHIEFS AND THIEVES 

Additional Exercises 

A. Fill in the blank spaces with the plural form of the word in parentheses.

l. All the houses on the block have white

2. There are many brave Native American

3. Two broke into the house last night. 

4. A whole is composed of two (half) 

5. All the girls wore flowered to the party. 

6. A horse has four (hoof) 

7. Those _____ are dangerous for boats.

8. The cow in the barn has two ____ _

* ANSWERS ON THE BOTTOM OF THE PAGE.

(reef) 

(calf) 

(roof) 

(chief) 

(thief) 

(scarf) 

B. Write a sentence with the plural form of each word in parentheses below.

l. (shelf)

2. (roof)

3. (thief)

4. (loaf)

5. (elf)

6. (handkerchief)

7. (scarf)
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Capitalization 35A 

Name 
--------------------

Date ________ _ 

ALWAYS BEGIN BIG! 

Rules and Exerdses 

A. Do you sometimes wonder when to use capital letters? The best way to be sure is to con­
sult a dictionary, but here are some rules that will help.

A. Always capitalize the first word in a sentence, as in
The first word in this sentence begins with a capital letter.

B. Capitalize the first word of a direct quotation, as in
Andy said, "Please pass the potatoes."

C. Always capitalize the pronoun I, as in
Where should I put these things?

D. Always capitalize proper nouns, such as names of people, as
Give the ball to Melanie.

E. Capitalize proper nouns and adjectives used for geographic areas, such as countries,
states, rivers, mountains , etc., as in

The Hudson River is in New York State.
Rene is a French name.

F. Always capitalize names of religions and religious groups, as
Jesse is Catholic, but his cousin is Presbyterian.

G. Always capitalize national and local holidays, as in
My favorite holidays are Halloween and Thanksgiving.

H. Always capitalize the main words in a title, such as
The War of the Worlds

I. Always capitalize days of the week and months of the year, as
Sunday, Monday, January, February, etc.

Do not capitalize the seasons: spring, summer, fall, winter

B. Rewrite these sentences on the lines below with correct capitalization.

1. Amy and her family are going hiking in montana on thursday.

2. Did you read the article, "never too late," in this magazine?

3. In august, we are going across the atlantic ocean to europe.

-----�4-�W�h�aUime_wilLLea.Llrreakfast...iILenglan,1.1..!-7 _____________________ _ 

* ANSWERS ON ACTIVITY SHEET 35B.



Capitalization 358

Name _________________ _ Date ________ _ 

ALWAYS BEGIN BIG! 

Additional Rules and Exerdses 

A. ANSWERS TO EXERCISE ON ACTIVITY SHEET 35A:

l.Amy and her family are going hiking in Montana on Thursday.

2. Did you read the article, "Never Too Late," in this magazine?

3. In August, we are going across the Atlantic Ocean to Europe.

4. What time will I eat breakfast in England?

B. ADDITIONAL CAPITALIZATION RULES:

J. Capitalize the first word in the greeting of a letter, as

Dear friend, My dear Melissa,

K. Capitalize the first word in the closing of a letter, as

Yours truly, Very truly yours, Sincerely yours, Your friend,

L. Capitalize titles or positions of people when they refer to specific persons, as in

General Lee and General Grant fought in the Civil War.
Tell Dad that Dr. Smith is on the phone.

But do not capitalize these titles when they are used in general or are preceded by a
possessive pronoun, as in

How many captains are there in the army?
My father is a doctor.

M. Capitalize names of schools and colleges, such as

Franklin High School, Harvard University

But do not capitalize these words when they are not used with a specific name as
the high school I attended, or a fine college

N. Capitalize directions when they refer to specific areas, as

The American West, The Middle East

But do not capitalize directions when they do not refer to these specific areas, as

Go east on Route 13. or Chicago is west of Pittsburgh.

C. Circle the words that are capitalized incorrectly in these sentences.

1. How old will you be when you graduate from High School?

2. Last spring, general Marco traveled to the middle east .

3. My Grandfather was in a car traveling North.

4. Ellie's Great-Grandmother was spanish.

5. Marty is a student at greenville high school.

*SEE ANSWERS BELOW.
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Capitalization 35C 

Name ___________________ _ Date ________ _ 

ALWAYS BEGIN BIG! 

Review and Exerdses 

A. CAPITALIZATION REVIEW

The most important rules to remember about capitalization are

� 1. Capitalize proper nouns and adjectives including names of people, places, holidays, 
historical events, months and days of the week (but not seasons!), and the pronoun I. 

� 2. Capitalize the first word of a sentence, the first word of a direct quote, and all the 
main words of a title. 

� 3. In a letter, capitalize the first word in the greeting and the first word of the closing. 

B. Memorize these rules and the others on Activity Sheets 35A and 35B. Then, check the cor­
rect sentence in each of the groups below. (If in doubt, consult the dictionary.)

1. D a.
Db.
□ C. 

D d.

2. D a.
Db.
□ C. 

3. D a.
□ b.
□ C.

4. □ a.
Db.
□ C.

5. D a.
Db.
□ C.

6. D a.
Db.
□ C.

7. □ a.
Db.
0 C.

D d.

The Middle School Principal spoke to Dr. Adams. 
The Middle School principal spoke to Dr. Adams. 
The middle school principal spoke to dr. Adams. 
The middle school principal spoke to Dr. Adams, 

Roses bloom in the spring during the month of june. 
Roses bloom in the spring during the month of June. 
Roses bloom in the Spring during the month of June. 

The Star Theater is showing a film about the Civil War. 
The Star theater is showing a film about the Civil War. 
The Star Theater is showing a film about the civil war. 

He walked North along Maple street. 
He walked north along maple street. 
He walked north along Maple Street. 

The empire state building is in New York city. 
The Empire State Building is in New York City. 
The Empire State building is in New York City. 

Jenna said to her mother, "here I come!" 
Jenna said to her Mother, "Here I come!" 
Jenna said to her mother, "Here I come!" 

I love grandma. She lives in Florida. 
I love Grandma. she lives in Florida. 
I love Grandma. She lives in Florida. 
I love grandma. She lives in florida. 
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Words Commonly Misspelled 36A 

Name __________________ _ 

Date ________ _ 

THE WORD GARDEN-1 

A. Here is a word garden. Each of the flowers contains one word that is often misspelled.

B. Can you pluck the correct word from each flower and write it where it belongs in the sen­
tences below? (Be sure to copy the correct spelling!)

l. The ship's _______ wore a blue uniform.

2. Yesterday, I was sick. It was my first _______ from school.

3. Don't _______ me by shouting my name in public.

4. Don't _______ everything you read in the newspaper.

5. Maggie doesn't know _______ or not she will go to the party.

6. Valentine's Day occurs in ______ _

7. Nowadays, most people use tissues instead of a ______ _

8. Is today Tuesday or _______ ?

9. Tomorrow is my little brother's _______ birthday.

10. Look at the _______ and tell me today's date.

11. Germany is a _______ country.

12. Do you mean what you say? 
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Words Commonly Misspelled 368 

Name 
--------------------

Date ________ _ 

THE WORD GARDEN-2 

A. Here is another garden of words that are often misspelled.

B. Pluck the correct word from each flower and write it where it belongs in the sentence
below. Be sure to copy the correct spelling!

1. My favorite meal is _______ and meatballs.

2. We're planning a _______ party for my parent's anniversary.

3. Every week, I borrow two books from the ______ _

4. _______ are handy for cutting paper.

5. I want to get good marks so I don't _______ my parents.

6. I will _______ go to camp this summer.

7. Jim can't draw a _______ line without a ruler.

8. My father is a geologist and my mother is a ______ _

9. I pretended to be happy, but I _______ felt sad inside.

10. Did it ever _______ to you that you could be wrong?
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Words Commonly Misspelled 37 A 

Name 
-------------------

Date ________ _ 

SPELLING DEMONS-1 

List and Exerdses 

A. Can you battle the spelling demons? Here is a list of words that are often misspelled.

abbreviate believe disappear 

accidentally benefit disappoint 

achieve bicycle familiar 

address business finally 

anxious career government 

appearance committed grief 

B. Complete the sentences below by filling in a word from the list. Be sure to copy the cor­
rect spelling!

1. Josh plans to follow a ______ in politics after college.

2. I always feel very before a test. 

3. Allison wept with ______ when her beloved puppy died.

4. He is in jail because he ____ a serious crime.

5. The magician made the rabbit ___ _  _

6. Joe always rides his ______ to school.

7. I'm not sure of his name, but his face looks ____ _

8. At last, I ____ found the video I wanted.

9. Spelling practice will ______ your writing greatly.

10. Can you _____ the names of all the states?

11. I am working hard to _____ all my goals in life.

12. Send the letter to Mr. Brown's home _____ _

13. Kevin's uncle is in the construction ______ 

14. You can't know a person's character from his _____ _

15. Matthew _____ ran his bike into the fence.

16. The federal ______ is in Washington, D.C.
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Words Commonly Misspelled 378 

Name __________________ _ Date ________ _ 

SPELLING DEMONS-2 

List and Exerdses 

A. Are you winning the battle against your spelling demons? Here are some more words that
are often misspelled.

irresistible possess restaurant 

library prejudice rhythm 

lightning probably seize 

marriage physician surprise 

mathematics receipt suspicious 

medicine receive twelfth 

parallel recommend weird 

'"C 

;g_ B. Complete the sentences below by filling in a word from the list. Be sure to copy the cor-
� rect spelling! 

Cl) 

� 
>, 
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@ 

1. Dr. Craig is a primary care _______ _
2. Everyone loves Amy because she has an ________ manner.
3. Alan plays the drums in a _______ band.
4. The horror film I saw yesterday was ________ and scary.
5. Good people have no ________ against those who are different.
6. Lines that go in the same direction are _______ _
7. Can you ________ a good book for me to read?
8. There is a saying that it is better to give than to _______ _
9. I heard claps of thunder and saw flashes of _______ _

10. The chances are that I will ________ go to a local college.
11. Larry's friends made him a _______ birthday party at a fine ______ _
12. The shifty-eyed fellow behind a bush looked ______ _
13. It is wise to get a ________ when you make a purchase.
14. The cough ________ is cherry-flavored.
15. NexLy...ear,_Ally_wJlLgo�into�th �rad@. ------------



Words Commonly Misspelled 37C 

Name ________________ _ Date _______ _

SPELLING DEMONS-3 

A Search for Misspelled Words 

A. Are you winning the battle with your spelling demons? If you are, you should be able to
find the seventeen misspelled words in the following paragraph. Circle the words that are
spelled wrong. (Hint: One misspelled word appears twice.)

'{ov. 1Mif:jht \\Ot beleive H; 't>v.t it is possible to h01.ve 01. 
wiev� �Ve\\tv.ve vifjht i\\ the loc01.l lib01.vy. I wOI.S theve l01.st 
We\\eS�OI.Y loo�i\\f:J .Pov Cl. boo� 01.bov.t f:JOVev""'e\\t th01.t ""'Y 
te01.chev h� vecco""'""'e\\�e�. A �\\ with Cl. .Povef:J\\ 
OI.CCe\\t spo�e to ""'e. He 01.S�e� ""'e to le\\� hi""' 01. h01.\\�ev­
chie.P. I ve01.che� i\\ ""'Y poc�et .Pov Cl. tissv.e Cl.\\� 01.Cci�e\\tly 
�voppe� ""'Y �eys. They �e Cl. ve01.ly lov.� \\Oise. Evevyo\\e 
loo�e� stv01.if:jt 01.t ""'e. I wOI.S e""''t>01.v01.Sse�, 't>v.t the f:Jl>.Y wOI.S 
tvv.lly \\ice. He S01.i� he wOI.S 01. se01. C01.pti01.\\ Cl.\\� sv.pvise� ""'e

with so""'e 8ve01.t stovies 01.'t>ov.t li\is li.Pe. Th01.t w01.S O\\e tvip 
to the li't>01.vy th01.t �i�\\'t �iSSO!.ppoi\\t ""'e! 

B. Were you able to find all seventeen spelling errors? If not, study it again and check with
your lists of spelling demons. Then, copy the paragraph on the lines below, correcting all the
spelling errors.

*SEE ACTIVITY 38 FOR THE CORRECT SOLUTION.
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Name 

Writing Two Words as One 38

------------------ Date _______ _ 

DON'T PUT US TOGETHER! 

A. Here is the paragraph that appeared on Activity 37C, with all words spelled correctly.

'(01>. ""'iBh¼- \\O¼- believe H; b1>.¼- it is possible to hc:,..ve c:,.. 
weiv-J. c:,..J.ve\\¼-1>.v-e v-iBh¼- t\\ ¼-he \occ:,..\ li\:,v-c:,..v-y. I wc:,..s ¼-l--\ev-e 
\c:,..s¼- WeJ.\\esJ.c:,..y loo�i\\8 �ov- c:,.. boo� c:,..\:,01>.t 8ovev-\\1Me\\¼­
¼-hc:,..¼- ""'Y ¼-ec:,..chev- hc:,..J. v-eco1M1Me\\J.eJ.. A IM4'\\\ with c:,.. �ov­
ei8\\ c:,..cce\\¼- spo�e to 1Me. He c:,..s�eJ. 1Me to le\\J. hilM c:,.. 
hc:,..\\J.�ev-chie�. I v-ec:,..cheJ. t\\ ""'Y poc�et �ov- c:,.. Hss1>.e c:,..\\J. 
c:,..cciJ.e\\¼-c:,..\\y J.v-oppeJ. ""'Y �eys. Tuey 1Mc:,..J.e c:,.. v-ec:,..lly \01>.J. 
\\Oise. Evevyo\\e \oo�eJ. shc:,..iBh¼- c:,..¼- 1Me. I w4'\S e1Mbc:,..v-­
v-c:,..sseJ., b1>.¼- ¼-he 8'-'Y wc:,..s tv-1>.ly \\ice. He sc:,..iJ. he wc:,..s c:,.. 
sec,.. cc:,..p¼-c:,..i\\, c:,..\\J. s1>.v-pv-iseJ. 1Me with so1Me Bv-ec:,..¼- s¼-ov-ies 
c:,..bo1>.¼- his n�e. Tue,..¼- w4'\S O\\e hip to ¼-he li\:,v-c:,..v-y ¼-he,..¼- J.iJ.­
\\1¼- J.isc:,..ppoi\\¼- 1Me! 

!J B. WRITING TWO WORDS AS ONE: Some commonly used phrases are often, mistak-
� enly, put together as one. The following should always be written as two words: 

Q 

� a lot, as in I like to play basketball a lot.

£ in fact, as in I am not tired. In fact, I am wide awake! 
0 

g all right, as in The doctor said my brother will be all right soon. 
@ high school, as in Grades nine through twelve are in our high school.

ice cream, as in Ice cream is my favorite dessert. 

C. Complete the following sentences by filling in the blanks with the right words from the
above list. Be sure to copy the spelling correctly!

1. Jennifer does not eat hamburgers. _____ _, she doesn't eat meat at all.

2. Marcy is so conceited she thinks all the boys like her _____ _

3. In the summertime, a ringing bell announces the arrival of the ______ truck on
our block.

4. After middle school, I will go into _____ _

5. " ______ ," Terry agreed, "I'll go to the movies with you."

:iq�lJ.JIV . S' 
-4ooq:)s.-q�+q · v 'urna1�iBJ-'i:�0I 11� 'r.>t?"ru1-i�:rdspm:ro1 s:i,J�b u v 



Name __________________ _ 

HAPPY ENDINGS 

Rules and Exerdses 

Here are some rules to follow when adding suffixes. 

A. Drop the second l when adding full to a word.

Examples: playful (play + full) 
peaceful (peace + full) 
wonderful (wonder + full) 
mouthful (mouth + full) 
forgetful (forget + full) 
powerful (power + full) 
helpful (help + full) 

Adding Suffixes 39A 

Date _______ _ 

(There are exceptions to this rule, so always check with the dictionary if you are not 
certain.) 

Complete these sentences with a word that has the suffix "ful": 

l. My Uncle Jack is so _____ that he sometimes goes shopping without taking
money along.

2. Girl Scouts and Boy Scouts are supposed to be ____ _

3. Andy couldn't talk because he had a huge _____ of potatoes.

4. A good pitcher must have a _____ arm.

5. The baby looks so _____ when he is sleeping.

B. With a word that ends with a silent e (like scare or love), drop the e before adding a suffix
that begins with a vowel (like ing or able).

Examples: lovable (love + able) 
believable (believe + able) 
relating (relate + ing) 
having (have + ing) 
scary (scare+ y) 
wavy (wave + y) 
tamest (tame+ est) 

(There are exceptions to this rule, so always check with a dictionary if you are not sure.) 

Creating words with suffixes (Write the word correctly on the line): 

Add ing to dare 

Add able to endure 

Add able to like 

Add ing to judge 

Add ible to reverse 

Did you remember to drop the final e before adding the suffix? 
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Name -------------------

HAPPY ENDINGS 

Rules and Exerdses 

Adding Suffixes 39B 

Date ________ _ 

A. Do not drop the final e when adding a suffix beginning with a vowel to words ending ce
or ge.

Examples: courageous 
changeable 
marriageable 
noticeable 
serviceable 

courage + ous 
change + able 
marriage + able 
notice + able 
service + able 

(There are exceptions to this rule, such as noticing and changing, so consult a dictionary when­
ever you are not sure.) 

1. My sister's moods are very ______ _

2. His bright red pants are quite _______ in the crowd.

3. Our car is old but still ______ _

4. The _______ soldier received a medal.

B. Do not drop the finale when adding a suffix beginning with a consonant.

Examples: hateful 
arrangement 
careless 
excitement 

hate+ ful 
arrange+ ment 
care+ less 
excite + ment 

(There are exceptions to this rule, such as argument, truly, judgment, and probably, so check 
with the dictionary when you are not certain.) 

Circle the misspelled words in the following paragraph: 

L"'-s+- wee\:., I ""'"'-�e "'- CO\vless ""''is+-"'-\:.e. I WO\S l\\ ""'Y voo""' 
CV\"'-\\8e'i\\8 ""'Y do+-l-\es wl-\e\\ I Li\e"'-v� "'- lolA� \\o'ise. I VO\\\ +-o +-Li\e w'i\\­
�ow O\\\� SO\W "'- WO\\�ev.Pl,\n Sl8V\'t'. -rl-\e l-\e,i.Hl,\l \:.i,� \\e><+- �oov WO\S 
V\O\Vl\\8 0\\\ O\V8l-\e\,\-\e\\+- Wl't'V\ "'- b'iBBev \:.'i�. I\\ O\n +-l-\e e><Cl't'l,A,\e\\i-- I 
VO\\\ �OW\\S't'O\'ivs w'i+-l-\olA+- plA+-i--l\\8 O\\ ""'Y sl-\oes. Evevyo\\e WO\S s-\--e,i.ve­
'i\\8 "'-'t' ""'e. -rl-\"'-+- WO\S Sl-\vly 0\\\ e""''b"'-vvO\SS'i\\8 ""'o""'e\\+- .Pov ""'e. 

·,,<za.ms 'Su/.lVJS '1uawa1pxa '1,uaw

---�-1---ni.=1v"'--'"'m.1�,aJ1111_'JfiJ,J.;ijii,iiiM '8'1J%ni1:J...!.ssa1a1v:.LpaHac:l-S--Uaaq aAel{-�ffl0l{5-as-att.1-e,<.fffiP8-�:1l?ls--'-ltfd•.,...-n--+-�---
-:ipxa 'iuawan8rn '101req 'n01iapuoM '8u1a8ueqJ 'ssapeJ :papip aAeq prnoqs noA :sJaMsuy 



Adding Suffixes 39( 

Name __________________ _ Date ________ _ 

HAPPY ENDINGS 

Examples and Exerdses 

A. There are many rules for adding suffixes. Sometimes it is easiest to just memorize some
of the words with suffixes that are often misspelled, as in the following lists:

Words with able or ible:

acceptable 
available 
believable 
breakable 
dependable 

Words with ance or ence:

attendance 
admittance 
allowance 
ambulance 
appearance 

excitable 
likable 
lovable 
peaceable 
profitable 

balance 
distance 
entrance 
guidance 
insurance 

admissible 
collapsible 
digestible 
eligible 
flexible 

absence 
audience 
coincidence 
confidence 
conscience 

B. Fill in the sentences below with the correct word.

forcible 
inflexible 
indigestible 
irresistible 
legible 

excellence 
existence 
experience 
influence 
patience 

1. The food in that restaurant is completely _______ _
(indigestible or indigestable)

2. The movie star made a grand ________ into the ballroom.
(entrance or entrence)

3. The sailor saw land in the ________ . (distance or distence)

4. Harry asked for an increase in his _______ _ (allowence or allowance) 

(acceptible or acceptable) 5. Your excuse is not _______ _

6. The ________ applauded wildly., (audiance or audience) 

7. My dog, Shadow, is a ________ pet. (lovable or lovible) 

8. My school strives for ________ in education. (excellence or excellance) 

9. Marla had ________ that she would do well on the test.
(confidance or confidence)

10. The ________ took the injured man to the hospital.
(ambulence or ambulance)

*CHECK YOUR ANSWERS CAREFULLY WITH THE LISTS ABOVE.
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Adding Suffixes 39D 

Name Date ________ _ 

A. 

-------------------

HAPPY ENDINGS 

Lists and Exerdses 

Here are some more words with suffixes that are often misspelled. 

Words with ar, er, or:

beggar particular announcer lawyer director 
burglar popular beginner passenger elevator 
calendar regular consumer traveler author 
cellar similar employer actor escalator 
grammar vinegar jeweler counselor governor 

minor 
motor 
neighbor 
professor 
senator 

B. Complete these sentences by filling in the correct word from the list above.

1. Mrs. March was a ________ customer at the market.

2. Mr. March woke up and thought he heard a ________ downstairs.

3. Take the ________ to the tenth floor.

4. The chef put oil and ________ into the salad.

5. Sarah wished that she could be more ________ at school.

6. They bought a diamond ring from the _______ _

7. Do you know the name of the ________ of your state?

8. You should have a ________ to represent you in court.

9. The radio ________ gave the six o'clock news.

* ANSWERS AT THE BOTTOM OF THE PAGE. 

C. The following paragraph contains thirteen misspelled words. Circle them, and rewrite the
paragraph correctly on the other side of this page.

Yestev.:Aoi.y, I woi.s stl.-\c� t\\ oi.\\ elevoi.tev oi.t tli\e \Moi.ll. -rli\e C\\ly 
ctli\ev poi.SSe\\BO\V WO\S \MY .Pvte\\.:A, Loi.vvy, WV\C lS vevy e,cdteoi.'ole. 
''-rli\is is l.-\\\'oeYievi'ole!11 li\e cc\Mploi.t\\e.:A. ''We sli\cl.-\l.:A L-\oi.ve toi.�e\\ tli\e 
escoi.loi.tev .11 I tcl.:A V\t\M it woi.s pvc'ooi.'oly jl.-\St "' \Mt\\oi.v pvc'ole\M. ''-rli\is 
is oi. ve8l.-\lev tli\t\\8,1' I Soi.t.:A. ''It L-\oi.ppe\\e.:A tc \MY \\etBL-\'oev, Pvc.Pessev 
Be\\S<'\\, loi.st wee\c.. 11 Loi.vvy li\oi.J. \\C poi.Hoi.\\ce oi.t oi.11 . A#ev we .Pt\\oi.ly
Bet cl.-\+; Loi.vvy pvete\\J.eJ. li\e li\oi.J. cc\\.Pt.:Aoi.\\ce oi.11 oi.lc\\8, 'ol.-\t I 
�\\ew 'oettev. It woi.s "' scoi.vy e,cpevtoi.\\ce . 

dJUdpddXd 1dJUdpyuo:, ',{neuy 1dJlldHl?d 1lOSSdJ0ld '1oqq8Jdll 'rn1n.8dl 
'JOUJUl 'JOll?Il?)Sd 1dlql?Adjpqun 1dJql?lJ)Xd 1Jd8lldSS1?d 'JOll?Adld :qdeJ.8eJt?d u, SplOM panadssrw 

--------�-•�unOlHIH-!-(j--'.IaA-M-1?{-'-g-----1f-JOll!tfils-:Io}--lOU:ld1\0�--�:ra�·g---'ll!Tfldod� 
'rn8auJA ·t 'JOll?AdJd ·£ 'rn18mq ·z 'rn1n8d1 ·1 :sa:ma:iuas o:i sJaMsuv 



Suffixes: ful/fully 40 

Name _________________ _ Date ________ _ 

BE CAREFUL, DO IT CAREFULLY! 

Explanation and Exerdses 

A. The suffix ful is used to make an adjective (modifies a noun). It is spelled with one 1, as in
careful or playful.

The suffix fully is used to make an adverb (modifies a verb). it is spelled with two l's, as 
in carefully or playfully. 

B. Here are some more common examples.

beautiful 

beautifully 

fearful 

fearfully 

joyful 

joyfully 

painful 

painfully 

hopeful 

hopefully 

hateful 

hatefully 

That is a beautiful flower. 

She dances beautifully. 

The baby is fearful of loud noises. 

I entered the spooky house fearfully. 

The bride was joyful. 

The choir sang joyfully. 

It is not painful to go to the dentist. 

She moved her broken leg painfully. 

Jesse was hopeful that his team would win. 

The doctor spoke hopefully about his patient. 

Hitler was a hateful person. 

He spoke hatefully about other people. 

C. Write a sentence containing each of the words below.

1. careful

2. fearfully

3. hopefully

4. playful

5. painful

6. fearful

7. carefully

8. beautifully

9. hateful

10. playfully
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Prefixes 41 A 

Name __________________ _ Date ________ _ 

AT THE BEGINNING 

Explanation and Exerdses 

A. A prefix is placed in front of a word to change its meaning. Here are some common pre­
fixes and what they often (but not always) mean.

anti means against or opposite, as antibiotic (against bacteria), and antifreeze (against 
freezing). 

con or com means with, as contest (test with), combination (together with), and con­
clude (finish with). 

de means down or away, as depress (press down), depart (go away), and descend (climb 
down). 

dis means not or separate, as discount (not count), displease (not please), and discon­
nected (not connected). 

ex means former or out of, as exclude (leave out), and express (speak out). 

in means into or not, as invalid (not valid), income (something coming in), and inap­
propriate (not appropriate). 

inter means between, as interfere (come between), interstate (between states), and 
intercede (come between). 

mis means wrong or bad, as misdeed (bad act), mistake (wrong), misread (read wrong­
ly), and mismatch (bad or wrong match). 

pre means before, as preview (see before), predict (tell before), and prefix (a syllable 
that comes before). 

re means again or back, as repel (push back), repeat (say or do again), and repay (pay 
back). 

sub means under, as submarine (under water) and subterranean (under the earth). 

B. Sometimes, prefixes are followed by hyphens, as ex-soldier, self-confidence, re-examine.

C. Write four sentences on the lines below. Each sentence should contain at least one word
that has a prefix. (You may select from the words on this page, or choose others of your
own.)

1. ----------------------------------

2. 

3. ----------------------------------

4. ----------------------------------



Prefixes 41 B 

Name _________________ _ Date ________ _ 

AT THE BEGINNING 

More Prefixes 

A. Here are additional prefixes that can be placed in front of words to form new words.

extra means more or above, as extraordinary (more than ordinary), and extrasensory
(more than the senses)

micro means small, as microchip (small chip), and microscope (small scope)

mid means center, as midtown (center of town), midstream (center of stream), and
midlife (center of a life span)

post means after, as postwar (after the war), and postscript (after the body of the
letter)

over means too much, as overload (loaded too much), overcome (win over), over­
stressed (too tense), overanxious (too anxious), and overworked (worked too hard)

trans means across, as transfer (send across), transatlantic (across the Atlantic), and
transport (carry across)

B. Write six sentences. Each sentence should contain at least one word with one of the
above prefixes.

l. 

2. 

3. 

4. 

5. 

6. 
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Name 

Prefixes 41 C 

-------------------

Date ________ _ 

AT THE BEGINNING 

Doubling Consonants with Prefixes 

A. RULE: What happens when a prefix ends with a consonant, and the attached word
begins with the same consonant? Both letters are written, as in the following words:

misstep (mis + step) 

dissimilar (dis + similar) 

misspell (mis + spell) 

dissatisfy (dis + satisfy) 

unnoticed (un + noticed) 

misspeak (mis + speak) 

commit (com+ mit) 

dissolve (dis + solve) 

unnatural (un + natural) 

dissect (dis + sect) 

B. Write ten sentences below. Each sentence should contain one of the words listed above.

1. 

2. 

3. 

4. 

5. 

6. --------------------------------

7. --------------------------------

8. --------------------------------

9. --------------------------------

10. --------------------------------

c. In the paragraph below, underline every word that begins with a prefix.

l)iJ. ycl.\ evev \A'\t".\:.e t". \A'\tSi--t'!.\:.e? I J.iJ.! Ave ycl.\ t\\i--eves+-eJ. l\\ 
l-\et'!.vl\\8 t'I.O<'lAi-- H-? l1\A'\ 8<'l\\8 +-c cc\\.PiJ.e l\\ ycl.\. I \..,cvvcweJ. SC\A'\e 
\A'\C\\ey .Pvc\A'\ ti\ .Pvie\\J. t".\\J. .Pcv8c+- +-c vept'l.y i+-. lv"\y .Pvie\\J. wt'I.S vevy 
l.\\\l-\t'!.p py. I will \\evev C<'\A'\\A'\t+- Sl.\cl-\ t'I. bt'I.J. t'I.Ci-- t'l.8t'l.l\\. 

*SEE ANSWERS BELOW.



Compound Words 42 

Name __________________ _ Date ________ _ 

PUT THEM TOGETHER 

Explanation and Exerdses 

A. COMPOUND WORDS: A compound word is made up of more than one word. There
are three kinds of compound words.

Closed-Words are blended together as one, as notebook (note+ book), makeup 
(make + up), softball (soft+ ball), firefly (fire + fly), keyboard (key+ board), and 
bookcase (book+ case) 

Hyphenated-Examples are mother-in-law, six-pack, and over-the-counter 

Open-The compound word is written as two or more words, as real estate, post 
office, vice president, half sister, blood bank, department store, fire truck, police 
station 

� Note: Words should usually be hyphenated when modifying a noun to avoid confusion. 

For example, An old car salesman greeted us. is an unclear sentence. As written, it indicates 
that the salesman is old. If you mean to say that he is selling old cars, it should be hyphen­
ated: An old-car salesman greeted us. Here are some more examples: 

She worked in the store part time. 
She was a part-time worker in the store. 

My sister is nine years old. 
I have a nine-year-old sister. 

This car can travel at a high speed. 
This is a high-speed car. 

B. Check the correctly spelled sentence in each group. (Always consult a dictionary when
you are not sure how to spell a compound word!)

l. 0 a .
0 b.

2. O a.

0 b.

3. 0 a.
0 b.

0 C.

4. 0 a.

0 b.

5. 0 a.
0 b.

Tom is my half brother. 
Tom is my half-brother. 

Maria wants to get a full time job. 
Maria wants to get a full-time job. 

My note book is almost filled up. 
My note-book is almost filled up. 
My notebook is almost filled up. 

My mom bought stamps at the post-office. 
My mom bought stamps at the post office. 

Joe put on scary makeup for Halloween. 
Joe put on scary make up for Halloween. 
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Abbreviations 43A 

Name Date 
--------------------

MAKE IT SHORT 

Rules and Exercises 

----------

A. Abbreviations are always followed by a period. Here are some common abbreviations.

1. Titles before names:

Mr. our neighbor, Mr. Smith 
Mrs. my mother, Mrs. Fielding 
Ms. my teacher, Ms. Fargo 

(Note: Miss is not an abbreviation) 

Prof. stands for Professor, as Prof. Jones 
Dr. stands for Doctor, as Dr. Santos 
Drs. stands for more than one doctor, as Drs. Smith and Jones 
St. stands for Saint, as St. Valentine 
Gen. stands for General, as General Patton 
Lt. stands for Lieutenant, as Lt. Sam Albano 

2. Titles after names

Sr. 
Jr. 
M.D.
D.D.S.
Ph.D.
M.A.

stands for Senior, as James Gonzalez, Sr. 
stands for Junior, as James Gonzalez, Jr. 
stands for doctor of medicine, as Amy Martin, M.D. 
stands for doctor of dental surgery (dentist), as Ellen Grant, D.D.S. 
stands for doctor of philosophy, as Joe Finch, Ph.D. 
stands for master of arts, as Alan Gates, M.A. 

(Note: never use titles before and after a name. Write either Dr. Amy Martin or Amy 
Martin, M.D. not Dr. Amy Martin, M.D.) 

B. Write a sentence for each abbreviation below. (Note: These abbreviations are used only
before or after names.)

1. Prof.

2. Drs.

3. D.D.S.

4. Jr.

5. Mrs.

6. M.D.

7. Gen.

8. St.



Abbreviations 43B 

Name __________________ _ Date ________ _ 

MAKE IT SHORT 

Explanation and Ex.erdses 

A. Do you know these common abbreviations?

1. Days of the week: Sun., Mon., Tues., Wed., Thurs., Fri., Sat.

2. Months: Jan., Feb., Mar., Apr., (May, June, and July are not abbreviated.) Aug., Sept., Oct.,
Nov., Dec.

3. States of the U.S.: Your post office can provide you with the correct postal abbreviations
for each state. Here are a few of them:

Alabama AL California CA 
Alaska AK Colorado CO 
Arizona AZ Connecticut CT 
Arkansas AR Delaware DE 

Florida 
Georgia 
Hawaii 
Idaho 

FL 
GA 
HI 
ID 

(Note: These abbreviations are used on letters and envelopes. Do not abbreviate when 
referring to the state in a sentence. It should be, "I visited New York in April." NOT "I 
visited NY in April.") 

4 . Here are some more abbreviations:

adjective adj. dozen doz. 
and others etc. example ex. 
assistant asst. foot or feet ft. 
avenue ave. gallon gal. 
street st. hour hr. 
road rd. minute min. 
company co. second sec. 
corporation corp. month mo. 
department dept. year yr. 
building bldg. number no. 

B. In the following letter, circle ten errors in abbreviation

39 Main Str. 

miscellaneous 
ounce 
pound 
page 
pages 
telephone 
singular 
plural 
population 
miles per hour 

Sunshine, FLOR 03459 
Novem. 16, 1999 

Wilson and Comp. 
2500 Salem Aven. 
Northport, Conn 06023 

Dear Sirs: 

misc. 
oz. 
lb. 
p. 
pp. 
tel. 
sing. 
pl. 
pop. 
m.p.h.

On Septem. 5, 1999, I ordered 2 do. pairs of socks from pg. 52 of your winter cata­
log, item num. H350. That was two months ago and I have not received these socks. 
Please send them immediately. 

Yours truly, 
Arthur Rodriguez 
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Spelling Review 44A

Name __________________ _ Date ________ _ 

SPELL CHECK! 

Exerdses 

Some computers have a spell check program to find words that have been spelled wrong. You 
can be your own spell checker. Complete this exercise and find out how good a spell check­
er you are!! 

A. Each of these sentences contains at least one misspelled word. Write each sentence cor­
rectly on the line below.

1. Did you here the tail about the tortoise and the hair?

2. Our school principle gained a lot of wait last summer .

3. Ellen said, "i have a pane in my stomach."

4. Ellen went to sea Dr. Fred Magli, M.D.

� 5. I canot beleive that wierd story about the police chief.
E 
0 
0 
0 
<N 

@ 6. How many potatos did the babys eat?

7. We're going to california on the first wenesday in Febuary.

8. Did you beleive everything that foriegn captian said?

9. Mrs Smith lost her hankercheif at the post-office on tuesday.

10. The police cheif said that a crime had been comitted.

* ANSWERS ON ACTIVITY SHEET 44B.



Name _________________ _ 

SPELL CHECK 

Exercises 

Spelling Review 44B 

Date ________ _ 

A. ANSWERS TO EXERCISE ON ACTIVITY 44A:

1. Did you hear the tale about the tortoise and the hare?

2. Our school principal gained a lot of weight last summer.

3. Ellen said, "I have a pain in my stomach."

4. Ellen went to see Dr. Fred Magli. (or Fred Magli, M.D.)

5. I cannot believe that weird story about the police chief.

6. How many potatoes did the babies eat?

7. We're going to California on the first Wednesday in February.

8. Did you believe everything that foreign captain said?

9. Mrs. Smith lost her handkerchief at the post office on Tuesday.

10. The police chief said that a crime had been committed.

B. Circle the spelling errors in the following paragraph. If you can find them all, then you
are an excellent spell checker!

l)"'vi.J- Wei\S c"'lle.J- +-o +-lA.e scool o.P.Pi.ce O\\ -rl.-\ ... lAs�"'Y· -rl.-\e f>Yt\\­
ci.ple , \A-\Y. \A-\ei\C�"'Y, Wei\\\+-e� +-o \\O wl.-\y l)"'vi.� l.-\"'� so \A-\ei\\\Y ei\t>Se\\S­
es +-lA.i.s Se\A-\es½--Ye. l)"'vi.� Wei\S e\A-\t>ei\Yei\SSe� +-o +-ell +-lA.e Yeei\SO\.\.
fl\.\"'ly, l.-\e "'�\A-\i.+-e.J- +-tA."'+- l.-\e l.-\"'J- bee\\ sre\\J-t\\8 "'lo+- o.P +-i.\A-\e t\\ 
+-lA.e plA\:>li.c \i.'t,"' ... Y \:>eCei\lASe l.-\e Wei\S "'sl.-\"'\A-\e� o.P +-lA.e c\o+-l.-\s l.-\i.s 
\A-\o+-l.-\e ... \A-\ei\t� l.-\i.\A-\ weei\Y. A+- .P ... i.s+-

1 
+-tA.e f>Yt\.\ci.p"'l �i.�\\1+- \:>elei.ve 

l)"'vi.�. ft\\ei\ly, l.-\e c"'lle.J- l)"'vi.�'s \A-\o+-l.-\e ... el\\.\� re ... sw"'�e� l.-\e ... +-o 
\:>y +-lA.e \:>oy \.\ew c\o+-l.-\es. A.P+-e ... +-tA."'+-, l)"'vi.� w"'s ... e"'\y lA."'rry el\\\�

f>YOlA� o.P l.-\i.s ei\f>eei\Yei\\\Ce.

*CHECK YOUR ANSWER BELOW.
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Section Four 

GRAMMAR HELP 

TEACHER'S GUIDE­

ALPHABETICAL LISTING OF GRAMMAR PROBLEMS 

AND THEIR ACTIVITY NUMBERS 

Here is a list of the grammar problems addressed in this section and the relevant 
exercises. 

GRAMMAR PROBLEM 

Adjectives 

Adjectives, Proper 

Adjectives, Comparison 

Adverbs 

Adverbs vs. Adjectives 

Modifiers, Misplaced 

Prepositions, Misused 

Pronouns, Agreement with 

Antecedent 

Pronouns, In Combination 

Pronouns, Indefinite 

Pronouns, Possessive 

Pronouns, Them vs. Those 

Pronouns, Who vs. Whom 

Verbs, Linking 

Verbs, Person 

Verbs, Tense 

111 

ACTIVITY NUMBER 

54A 

54B 

54C 

SSA, B 

56A, B, C 

57A, B, C 

SSA, B 

45A,B,C,D 

48A,B 

46A,B,C 

47A,B 

50 

49A,B 

52A, B 

53A, B 

SIA, B, C, D 





Agreement of Pronoun with Antecedent 45A 

Name _________________ _ Date _______ _ 

DO YOU AGREE WITH ME? 

Explanation and Ex.erdses 

A. DEFINITIONS

1. A pronoun is a word that is used in place of a noun.

In place of this man, you could say he.
Look at this man. He is my father. 

In place of the horses, you could say they. 
The horses pulled a heavy wagon. They are tired. 

2. The noun that the pronoun stands for is called its antecedent.

In the examples above, man is the antecedent of he. Horses is the antecedent of they.

B. List the pronouns and their antecedents for each of the following:

1. My computer is not working; it is broken.

Pronoun ____ _ Antecedent ____ _

� 2. Linda examined the window and saw that it was cracked.
C,.) 

0 
0 
0 
(N 

Pronoun _____ Antecedent ____ _

3. Carlos is sad because he lost the game.

Pronoun _____ Antecedent ____ _

4. Maria was driving the car at its top speed.

Pronoun _____ Antecedent ____ _

5. All the people in the audience are clapping their hands.

Pronoun _____ Antecedent ____ _

6. The dog has two thorns in its paw.

Pronoun _____ Antecedent ____ _

*SEE ANSWERS BELOW.
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Agreement of Pronoun with Antecedent 45B 

Name __________________ _ Date ________ _ 

DO YOU AGREE WITH ME? 

Explanation and Exerdses 

A. RULES: A pronoun must always agree with its antecedent. It must always be clear to
whom or what that pronoun refers. Here are some rules that will make it easy for you to
always remember which pronoun to use.

-.. RULE 1 A pronoun must agree with its antecedent in person. 

The person (or thing) who is speaking is called first person, such as I or we. 
The person (or thing) spoken to is called second person, such as you. 
The person (or thing) spoken about is called third person, such as he, she, it, or they. 

Example: Wrong-If all the boys are ready, you can begin the race. 
_.. Right-If all the boys are ready, they can begin the race. 

[boys is third person, so a third person pronoun (they) must be used] 

-.. RULE 2 A pronoun must agree with its antecedent in number (singular or plural). 

Example: Wrong-Every student wants to do well on their exam. 
_.. Right-Every student wants to do well on his exam. 

(Every student is singular. Their is plural. His is singular.) 

_.. RULE3 A pronoun must agree with its antecedent in gender (male, female, or 
neuter). 

Example: Wrong-Ellie's new house has four windows on her third floor. 
__.. Right-Ellie's new house has four windows on its third floor. 

(The house is not feminine. It is neuter and takes the pronoun its.) 

C. EXERCISES: Write the correct pronouns in the following sentence. Be sure they agree
in person, number, and gender with their antecedents.

1. Elena thinks that Jack will lose ____ chance to be on the team.

2. Jack's dog has a white spot on ____ tail.

3. Jack and Elena ate ____ breakfast together.

4. Elena dropped ____ glass and ____ shattered on the floor.

5. All the students did well on ____ final exams.

* ANSWERS ON ACTIVITY SHEET 4SC.
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Name 

Agreement of Pronoun with Antecedent 45C 

-------------------

Date ________ _ 

DO YOU AGREE WITH ME? 

Additional Exercises 

A. ANSWERS TO EXERCISE C IN ACTIVITY 45B:

1. his (agrees with Jack)

2. its (agrees with dog)

3. their (agrees with Jack and Elena)

4. her (agrees with Elena); it (agrees with glass)

S. their (agrees with students)

B. ADDITIONAL EXERCISES: If you practice using pronouns, you will become more
skilled in their correct use. Here are some additional exercises that will help. Complete these
sentences by filling in the correct pronouns. Be sure the pronouns agree with their antecedents
in person, number, and gender.

1. Greg has a new computer in ____ room. ____ is set up on ____ desk.

2. Take this mail to your dad. ____ is in a hurry to get ___ _

3. My brother and I can hardly wait to get ____ presents.

4. I tried to open ____ umbrella, but ____ was stuck.

5. Alice said that ____ doll had a hole in ____ head.

6. Jody's essay on elections had a mistake in ____ first sentence.

7. Mike wanted me to give the book to ____ because ____ had ____ name
on the cover.

8. The plaque on the door to the doctor's office has ____ name on ___ _

9. Anna and her parents are taking along ____ dog when ____ go to the shore
this summer.

10. The captain told the passengers to wear caps when ____ sailed in ____ ship.

*SEE ANSWERS BELOW.
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Agreement of Pronoun with Antecedent 45D 

Name ___________________ _ Date ________ _ 

DO YOU AGREE WITH ME? 

Additional Exerdses 

A. Check the correct sentence in each group.

1. O a.
0 b.
0 C.

2. O a.
0 b.

3. O a.
0 b.

4. 0 a.
0 b.

5. 0 a.
0 b.

6. 0 a.
0 b.

7. 0 a.
0 b.

Tamar reads mystery books in their spare time. 
Tamar reads mystery books in its spare time. 
Tamar reads mystery books in her spare time. 

Arthur's parents are going on their vacation in June. 
Arthur's parents are going on his vacation in June. 

The kids laughed when the teacher dropped his pen. 
The kids laughed when the teacher dropped their pen. 

The Johnson's house is ready and you can move in now. 
The Johnson's house is ready and they can move in now. 

Mike hopes to get a good grade in your English class. 
Mike hopes to get a good grade in his English class. 

Try this exercise to test your knowledge of pronouns. 
Try this exercise to test their knowledge of pronouns. 

The teachers at that school are proud of his students. 
The teachers at that school are proud of their students. 

*SEE ANSWERS BELOW.

B. The pronouns in these sentences do not agree with their antecedents. Rewrite each sen­
tence correctly on the line below.

1. These products are outstanding because of its good quality.

2. Harry's Little League team won most of their games this season.

3. The twins are taking the dog for their walk this morning.

4. These exercises will help you improve their writing skill.

*SEE ANSWERS BELOW.
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Indefinite Pronouns 46A 

Name __________________ _ Date ________ _ 

ANYONE CAN BE SOMEBODY 

Explanation and Exerdses 

A. DEFINITION: An indefinite pronoun names a person, thing, or
amount that is not specified.

Most indefinite pronouns are singular, as 
anybody, anyone, anything 
everybody, everyone, everything 
nobody, no one, nothing 

§ somebody, someone, something
-� another, each, either, little, much, neither, one, other
t) 
:::, 

� A few indefinite pronouns are plural:

both, few, many, others, several 

Examples: Everyone knows the answer to this question. 
Both students know the answer to this question. 

Nobody knows the answer to this question. 
There are many who know the answer. 

No one does his best work. 
A few do their best work. 

B. Fill in the blank space in these sentences.

(singular) 
(plural) 

(singular) 
(plural) 

(singular) 
(plural) 

1. Something weird to me every day. (happen or happens) 

2. They both to school in the morning. (walk or walks) 

3. Anyone welcome at the party. (is or are) 

4. Nobody to play with Alicia. (want or wants) 

5. Neither of the brothers to wait. (like or likes) 

6. Much of the homework easy. (is or are) 

7. Both of the sisters to play ball. (like or likes) 

8. Neither of them the correct answer. (know or knows) 

9. Many of them the correct answer. (know or knows) 

10. Everybody going to the movies. (is or are) 

* ANSWERS ON ACTIVITY SHEET 46B.



Indefinite Pronouns 46B 

Name __________________ _ Date ________ _ 

ANYONE CAN BE SOMEBODY 

Explanation and Exercises 

A. ANSWERS TO EXERCISE B, ACTIVITY 46A

1. happens, 2. walk, 3. is,
7. like, 8. knows, 9. know,

4. wants,
10. is

5. likes, 6. is,

B. Some indefinite pronouns can be either singular or plural. It depends on the rest of the
sentence. These indefinite pronouns can be either singular or plural: all, any, more, most, none,
some, enough.

Examples: 

All of the action was exciting. (action is singular, so all is singular, too.) 

All of the actors were running. (actors is plural , so all is plural, too.) 

Most of my life is boring. (life is singular, so most is singular, too.) 

Most of my friends are funny. (friends is plural, so most is plural, too.) 

C. Check the correct sentence in each of these groups.

1. O a.
0 b.

2. 0 a.
0 b.

3. O a.
0 b.

4. 0 a.
0 b.

5. 0 a.
0 b.

6. 0 a.
0 b.

7. 0 a.
0 b.

8. 0 a.
Ob.

9. O a.
0 b.

Any of your friends are welcome here. 
Any of your friends is welcome here. 

Most of the work is complete. 
Most of the work are complete. 

All of the animals is in their cages. 
All of the animals are in their cages. 

None of the questions is easy. 
None of the questions are easy. 

Some of the boys on the team plays well. 
Some of the boys on the team play well. 

More polish is needed on these shoes. 
More polish are needed on these shoes. 

More guests is expected to arrive later. 
More guests are expected to arrive later. 

Most of your answers is right. 
Most of your answers are right. 

All of the ice cream is gone. 
All of the ice cream are gone. 

*SEE ACTIVITY 46C FOR ANSWERS.
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Indefinite Pronouns 46C 

Name 
-------------------

Date ________ _ 

1. a,

ANYONE CAN BE SOMEBODY 

Additional Exerdses 

A. ANSWERS TO EXERCISE C ON ACTIVITY 46B

2. a, 3. b, 4. b, 5. b, 6. a, 7. b, 8. b,

B. Write a sentence containing each of the following indefinite pronouns:

1. someone

2. all

3. everybody

4. anyone

5. both

6. nobody

7. nothing

8. most

9. each

10. any

C. Fill in the blank spaces in these sentences.

1. Another train arriving soon. (is or are) 

2. Everybody to win the race. (want or wants) 

3. None of your friends here. (is or are) 

4. Most of the seats taken. (is or are) 

5. Nobody important ever here. (come or comes) 

6. Most of this building empty. (is or are) 

7. I hope nothing bad to them. (happen or happens) 

8. All of the students hard. (work or works) 

*SEE ANSWERS BELOW.
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Possessive Pronouns 47 A 

Name __________________ _ Date ________ _ 

YOURS AND MINE 

Explanation and Exerdses 

A. A personal possessive pronoun shows possession, as my book, your coat, his ball. The per­
sonal possessive pronouns are

his, her, hers, its 

my, mine 

our, ours 

their, theirs 

your, yours 

Never add an apostrophe and s to a personal pronoun, since it already shows possession! 

WRONG: 
___,. RIGHT: 

WRONG: 
___,. RIGHT: 

This jacket is her's. 
This jacket is hers. 

The dog wagged it's tail. 
The dog wagged its tail. 

Note: It's always stands for it is.

B. Fill in the blank spaces with a personal possessive pronoun from the list above.

1. This is not Ashana's coat. It's

2. The angry cat arched back. 

3. Brad grabbed coat and ran out. 

4. The team won final game. 

5. The students handed in test papers. 

6. Look at this glove and tell me if it's _____ _

7. The neighbors say the rose bush is in ______ yard, but it is really in

8. The store closes ______ doors at 9 P.M.

9. Margo insisted that the book was _____ _

10. All the students opened ______ books.

11. Don't take anything that is not _____ _

*ANSWERS ON ACTIVITY SHEET 47B.
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Possessive Pronouns 478 

Name __________________ _ Date ________ _ 

YOURS AND MINE 

Additional Exerdses 

A. ANSWERS TO EXERCISE B ON ACTIVITY 47 A:

1. yours, hers, his, or mine; 2. its; 3. his;
7. their, ours; 8. its; 9. hers; 10. their;

4. its; 5. their;
11. yours

6. yours;

i:l 

:3 B. Fill in the blank spaces in the following paragraph with the correct personal possessive
� pronoun from the list below. 

"O 
� 

.s 

Q) 

U) 

"O 
.:!! 

!l 
i:l 
Q) 

{.) 

Q) 

tl 
E 
0 
0 
0 
<N 

(Q) 

his, her, hers, its 

my, mine

our, ours 

their, theirs 

your, yours 

I saw my sister, Rosa, writing in a notebook. It looked just like ____ _ 
"That's my notebook!" I shouted. "It's not ______ ." She ignored me and took 
the notebook into ___ room. I complained to ___ mother. "Are you sure that 
notebook is ___ ?" she asked. I nodded. Then she pointed to something on the 
kitchen table. "What is that?" she asked. It was ___ notebook. The one Rosa was 
using was ___ _ 

*SEE ANSWERS BELOW.

C. Write five sentences on these lines. Each sentence should contain at least one pronoun
from the list above.

1. ----------------------------------

2. ----------------------------------

3. --------------------------------

4. ----------------------------------

5. ----------------------------------



Pronouns in Combination 48A 

Name _________________ _ Date ________ _ 

I OR ME? 

Explanation and Exercises 

A. Do not change the form of a pronoun when it is combined with other words.

WRONG: 

___,. RIGHT: 

WRONG: 

___,. RIGHT: 

The ice cream is for Ahmed and I. 
The ice cream is for Ahmed and me. 

(Think: The ice cream is for me.) 

Dolores and me went to the movies. 
Dolores and I went to the movies. 

(Think: I went to the movies.) 

B. Write the correct pronoun in the spaces below.

1. The prize winners were Frank and ____ . (I or me)

2. Lola said that ____ and her brother had a fight. (she or her)

3. Give the tickets to my friend and ____ . (I or me)

4. Joe said that his sister and are going to Maine. (he or him) 

5. Wait for Alma and ____ outside. (I or me)

6. Alma and ____ will be there soon. (I or me)

7. Two of my friends and ____ were late to school. (I or me)

8. Alma said that spot is where her friend and will wait. (she or her) 

9. This house belongs to my parents and ____ . (I or me)

10. My friend and ____ are going to the party. (I or me)

*SEE ANSWERS BELOW.
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Pronouns in Combination 488 

Name _________________ _ 

I ORME? 

Additional Exerdses 

A. Remember the Rule! Do not change the form of a pronoun when it is combined with other
words. Always use the pronoun that would be appropriate if those other words were not
there.

Examples: WRONG: 

-.RIGHT: 

Dad gave the money to Manny and she. 

Dad gave the money to Manny and her. 

WRONG: 

-.RIGHT: 

(Think: Dad gave the money to her.) 

My brother and me have brown eyes. 
My brother and I have brown eyes. 

(Think: I have brown eyes.) 

B. Check the correct sentence in each group.

l. D a.

Db.

2. D a.
Db.

3. D a.
Db.

4. D a.
Db.

5. D a.
Db.

6. D a.
D b.

7. D a.
Db.

8. D a.
Db.

Rita said that she and her mother are going shopping. 
Rita said that her and her mother are going shopping. 

Bruno and me both play outfield on the Little League team. 
Bruno and I both play outfield on the Little League team. 

The teacher asked Jon and I to erase the chalkboard. 
The teacher asked Jon and me to erase the chalkboard. 

My sister and I rode in the back seat of the car. 
My sister and me rode in the back seat of the car. 

The Raiders and the Tigers won championships in their league. 
The Raiders and the Tigers won championships in its league. 

My father blamed my brother and me for being late. 
My father blamed my brother and I for being late. 

Bart's mother made lunch for Greg and he. 
Bart's mother made lunch for Greg and him. 

I'm glad that Rhonda and I got good marks in English. 
I'm glad that Rhonda and me got good marks in English. 

*SEE ANSWERS BELOW.



Who vs. Whom 49A 

Name __________________ _ Date ________ _ 

WHO GAVE WHAT TO WHOM? 

Explanation and Exerdses 

A. Interrogative Pronouns are pronouns that ask questions. There are five interrogative pro­
nouns:

Examples: 

what, which, who, whom, whose 

What is the name of this book? 
Which book do you want? 
Who wants the book? 
To whom does the book belong? 
Whose book is this? 

B. THE WHO/WHOM PROBLEM: What, which, and whose are easy to use, but some­
times writers have problems deciding between who and whom.

Here is how you can decide which form to use. Just remember that who is a subject. It 
usually refers to he, she, or they, as in 

Who is responsible? (Is he responsible?) 
Who will attend the meeting? (Will they attend the meeting?) 
Who came to the party? (Did they or he come?) 

But whom is used as an object, like him, her, or them, as in 

Whom shall we invite to the party? (Shall we invite them to the party?) 
To whom is the letter addressed? (Is it addressed to him?) 
That is the girl whom I met yesterday. (I met her yesterday.) 

C. Fill in the blank spaces with who or whom. In each case ask yourself if it is a subject like
he, she, or they (who), or if it is an object like him, her, or them (whom)

1. To ____ are you speaking?

2. The person ____ hit my car should pay for the damage.

3. ____ did well on the test?

4. The students ____ pass the final will also pass the course.

5. ____ did the police blame for the accident?

6. To ____ did you mention the accident?

* ANSWERS ON ACTIVITY SHEET 49B. 
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Who vs. Whom 49B 

Name 
-------------------

Date ________ _ 

WHU UIU WHAi. ·ro WHOM? 

Additional Exerdses 

A. ANSWERS TO EXERCISE C ON ACTIVITY 49A:

1. whom, 2. who, 3. who, 4. who, 5. whom, 6. whom

B. Check the correct sentence in each group below.

1. □ a.
□ b.

2. 0 a.
□ b.

3. □ a.
□ b.

4. □ a.
□ b.

5. □ a.
□ b.

6. □ a.
□ b.

We gave the prize to the person whom is most qualified. 
We gave the prize to the person who is most qualified. 

That is the family whom we met at Disney World in July. 
That is the family who we met at Disney World in July. 

Whom did you want to invite? 
Who did you want to invite? 

Whom do you think will be elected? 
Who do you think will be elected? 

To whom do I owe the money? 
To who do I owe the money? 

Whom is at the door? 
Who is at the door? 

*SEE ANSWERS BELOW.

C. Write four sentences using the word who.

1. 

2. 

3. 

4. 

D. Write four sentences using the word whom.

1. ---------------------------------

2. ---------------------------------

3. ---------------------------------

4. ---------------------------------
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Them vs. Those 50 

Name __________________ _ Date ________ _ 

DON'T OVERWORK THEM 

Explanation and Exercises 

A. EXPLANATION: Them means those people or those things, as The dogs were hungry, so I
gave them food. Them is always the object of a verb.

Never use them to modify a noun! Use those, these, or the.

WRONG: 

___. RIGHT: 

Them dogs are hungry. 
These dogs are hungry. 

WRONG: 

---. RIGHT: 

I want a pound of them apples. 
I want a pound of those apples. 

WRONG: 

___. RIGHT: 

Look at them racers go! 
Look at the racers go! 

B. Check the correct sentences in each of these groups.

l. O a. 
0 b. 

2. 0 a.
0 b.

3. 0 a.
0 b.

4. O a.
0 b.

5. 0 a.
0 b.

I'll call in the girls and give them dinner. 
I'll call in the girls and give these dinner. 

You should be more careful with them knives. 
You should be more careful with those knives. 

These are the stores I like. 
Them are the stores I like. 

Look at those shiny bicycles! 
Look at them shiny bicycles! 

I like to read these ghost stories. 
I like to read them ghost stories. 

* ANSWERS AT THE BOTTOM OF THIS PAGE. 

C. Fill in the blank spaces with them or those.

1. The boy said, "I want _____ toys for my birthday."

2. The twins want to know what you are giving ____ for dinner.

3. Put ____ books back on the shelf.

4. ____ children like to play in the park.

5. The nails were loose so I tightened ___ _
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Verbs: Tenses 51 A 

Name 
--------------------

Date ________ _ 

DON'T GET TENSE ABOUT TF.NSES 

Explanation and Exerdses 

A. DEFINITION: A verb shows action or being.
Verbs can be really active , like leap, hop, chase, climb, or scream. They
can also show quiet action or a state of being, like hear, believe, dream,
think, or is.

B. VERB TENSES: The tense of a verb tells when the action occurs.

Present Tense means right now, as I see you now.

Past Tense means before now, as J saw you yesterday.

Future Tense means any time after now, as I will see you tomorrow.

Present Perfect Tense means began in the past and is still continuing (or only recently
finished), as I have seen you fi.ve times this week.

Past Perfect Tense means finished before another past action, as I had seen you twice
before you went away.

Future Perfect Tense means action starts and ends in the future, as I will have seen you
twice before you leave next week.

C. PRESENT AND PAST: The most commonly used verb tenses are present and past. The
past tense is usually made by adding d or ed to the present tense. These are called regular verbs.

Examples: Present: I like the book I am reading. 
Past: I liked the book I was reading yesterday. 

Present: I use a spoon to eat ice cream. 
Past: Yesterday, I used a spoon to eat ice cream. 

D. EXERCISE: The regular verbs in the sentences below are present tense. Rewrite each
sentence on the line below, changing the verbs to past tense by adding d or ed.

1. I walk to school.

2. The teachers look at the class.

3. Our neighbors knock on our door.

4. The dogs bark in the back yard.

5. The pitchers hurl the balls.

*SEE ACTIVITY 51B FOR ANSWERS.



Verbs: Tenses 51 B 

Name _________________ _ Date ________ _ 

DON'T GET TENSE ABOUT TENSES 

Explanation and Exerdses 

A. ANSWERS TO EXERCISE ON ACTIVITY 51A:

1. I walked to school.

2. The teachers looked at the class.

3. Our neighbors knocked on our door.

4. The dogs barked in the back yard.

S. The pitchers hurled the balls.

B. IRREGULAR VERBS: Sometimes the past tense of verbs are formed in ways other than
adding d or ed. These are called irregular verbs, and they must be memorized. Here are some
common irregular verbs:

PRESENT PAST PRESENT PAST 

awake awoke get got 
begin began give gave 
bite bit grow grew 
blow blew go went 
break broke hide hid 
buy bought hold held 
catch caught keep kept 
choose chose know knew 
come came leave left 
dig dug lose lost 
do did meet met 
draw drew pay paid 
fall fell ride rode 
fight fought sing sang 
fly flew sit sat 
forget forgot write wrote 

(There are many more irregular verbs. Always look in a dictionary when you are not sure.) 

C. EXERCISE: Write a sentence using the past tense of each verb below. (You can find the
correct word on the list above.)

1. (break)

2. (sing)

3. (blow)

4. (choose)

5. (forget)

6. (hide)

7. (write)
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Verbs: Tenses 51 C 

Name 
--------------------

Date ________ _ 

DO�J'T GET TENSE ABOUT TEi'iSES 

Irregular Verbs-Exerdses 

Use the list of irregular verbs on Activity 51B for these exercises. 

A. Rewrite the sentences on the line below, using the past tense.

1. Mrs. Gomez sits in the front row at plays.

2. Mr. Jackson always pays his bills at the end of the month.

3. Those two boys fight every day.

4. Shanna chooses to eat only vegetables.

5. I hold a pen in my right hand.

*SEE ANSWERS AT THE BOTTOM OF THE PAGE.

B. Write a sentence using the past tense of each verb below.

1. (begin)

2. (grow)

3. (bite)

4. (catch)

5. (know)

6. (dig)

7. (buy)

*SEE ANSWERS AT THE BOTTOM OF THE PAGE.

'8np ·9 'M;HD[ 'S' 

Pldq 'S' 

'lq8ne:> ·t 
1dSOq:> 'j;, 

lq8noq 'L 
':nq '£ 1Md18 ·z 1Ut?8dq 'l :g dSpldX'iJ: 
'lq8nOJ '£ 'pied ·z 'lt?S 'l :y dSpldX'iJ: :Sl.lMSUV 



Verbs: Tenses 51 D 

Name __________________ _ Date ________ _ 

DON'T GET TENSE ABOUT TENSES 

Additional Exerdses 

A. Rewrite the following sentences using the future tense.

I. Antonia saw an alligator in the lake.

2. Julio put five dollars in his pocket.

3. Rebecca says that she works hard in school.

4. I am so happy to have a ten-speed bike.

5. Frank did well on the final test in science.

*SEE ANSWERS AT TI-IE BOTTOM OF THIS PAGE.

B. Rewrite the following sentences using the past tense.

I. The first baseman throws the ball to the pitcher.

2. I want to see my cousins in Los Angeles.

3. The moving van will arrive at the new house late.

4. The doctor knows what medicine to prescribe.

5. Ellen's friend lives in New York City.

*SEE ANSWERS AT BOTTOM OF THE PAGE.
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Linking Verbs: To Be 52A 

Name __________________ _ Date ________ _ 

TO BE OR NOT TO BE! 

Explanation and Exerdses 

A. DEFINITION: The most common verb in English is to be. This verb does not show
action. It shows something is, was, or will be. This is called a linking verb because it connects
the subject to the rest of the sentence without really showing action.

B. PRESENT TENSE: When used in the present tense, the parts of to be are

am, as in I am happy. 
is, as in He is here. She is here. It is here. 
are, as in You are sad. We are sad. They are sad. 

C. PAST TENSE: The past tense of to be is as follows:

was, as in I was happy. He was happy. She was happy. It was happy. 
were, as in You were there . We were there. They were there. 

D. FUTURE TENSE: The future tense of to be is always will be, as in I will be happy. You
will be happy. He will be happy. She will be happy. It will be happy. We will be happy. They will

be happy.

E. PRESENT PERFECT TENSE: The present perfect tense uses the words have or has com­
bined with been, as in I have been, you have been, we have been, they have been, but he, she, or
it has been.

F. Check the correct sentence in each group below.

1. O a.

0 b.

2. 0 a.

Ob.

3. 0 a.

0 b.

4. 0 a.

0 b.

5. O a.

0 b.

6. 0 a.

0 b.

7. O a.

0 b.

The boys was late to school yesterday. 
The boys were late to school yesterday. 

We know you were in that store. 
We know you was in that store. 

I am going to see you after school. 
I is going to see you after school. 

The girls was sad when their uncle died. 
The girls were sad when their uncle died. 

The family be happy in their new house next year. 
The family will be happy in their new house next year. 

I have been in that store recently. 
I has been in that store recently. 

He have been very sad this week. 
He has been very sad this week. 

* ANSWERS ON ACTIVITY SHEET 52B. 



Linking Verbs: To Be 528 

Name __________________ _ Date ________ _ 

TO BE OR NOT TO BE! 

Explanation and Exercises 

A. ANSWERS TO EXERCISE F ON ACTIVITY SHEET 52A:

1. b, 2. a, 3. a, 4. b, 5. b, 6. a, 7. b

B. Past Perfect Tense: The past perfect tense of to be is always had been, as I had been work­
ing too hard. He (She or It) had been swimming too long. You had been sleeping too much.
We had been best friends once. They had been hiking in the woods.

C. Fill the blanks with the correct form of to be.

l. They were tired last February because they ______ mountain climbing the day
before.

2. I feeling sick all last year until the end of November. 

3. We ______ happy to be here today.

4. You ______ lucky to have such good friends.

5. 

6. 

7. 

8. 

9. 

We 

The teacher 

Wang's grandmother 

at our aunt's house tomorrow. 

grumpy, but cheered up after vacation. 

______ very old. 

Our family 

The family 

together every Thanksgiving until Grandma died. 

______ together next summer. 

*SEE ANSWERS AT THE BOTTOM OF THIS PAGE. 

D. Write a sentence for each form of to be listed below.

1. have been

2. are

3. were

4. will be

5. is

6. was
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Verbs: Person 5 3A 

Name __________________ _ Date ________ _ 

A. EXPLANATIONS:

A PROPER PERSON 

Explanation and Exerdses 

1. The person of a verb means who or what is speaking or doing. A verb is used for one of
three persons:

First Person: I am 

Second Person: you are 

Third Person: he, she, it (or any noun) is 

These examples are all singular (one person or thing). 

There is also plural person for a verb, as 

First Person (Plural): We are 

Second Person (Plural): You are 

Third Person (Plural): they (or any noun) are 

2. For most regular verbs, each person uses the basic verb form, except third person singu­
lar, which adds an s, as in these examples.

SINGULAR 

First Person: I play 
Second Person: you play 

PLURAL 

we play 
you play 

SINGULAR 

I see

you see 
Third Person: he, she, it plays they play he, she, it sees

3. Some verbs are irregular, such as

SINGULAR PLURAL 

First Person: lam we are 
Second Person: you are you are 
Third Person: he, she, it is they are 

B. Check the correct sentence in each group.

l. 0 a. Carla's dog eat his food. 
D b. Carla's dog eats his food. 

2. 0 a. John's father has a good job. 
0 b. John's father have a good job. 

3. 0 a.

0 b.

The team usually plays well. 
The team usually play well. 

SINGULAR 

I have 
you have 
he, she, it has 

4. 0 a.

Db.

Greg and Jimmy is going to the party. 
Greg and Jimmy are going to the party. 

5. D a.

0 b.

6. D a.

0 b.

Linda do not like any kind of meat. 
Linda does not like any kind of meat. 

They are going to be late to class. 
They is going to be late to class. 

*SEE ACTIVITY SHEET 53B FOR ANSWERS.

PLURAL 

we see 
you see

they see 

PLURAL 

we have 
you have 
they have 



Verbs: Person 53B 

Name 
-------------------

Date 

A PROPER PERSON 

Explanation and Exerdses 

---------

A. ANSWERS TO EXERCISE B ON ACTIVITY 53A:

1. b, 2. a, 3. a, 4. b, 5. b, 6. a

B. A singular verb is usually used with a collective noun.

A collective noun stands for a group. It is usually used with a third-person singular verb, as 
in these examples: 

The team plays well on sunny days. (collective noun-team) 

The flock of birds flies south. (collective noun-flock) 

My family goes north in July. (collective noun-family) 

C. Check the correct sentence in each group.

I. D a. The rock bank play the songs I like. 
D b. The rock band plays the songs I like. 

2. D a.
Db.

3. D a.

Ob.

4. D a.
Db.

That bunch of grapes is not ripe enough to eat. 
That bunch of grapes are not ripe enough to eat. 

Sometimes a jury finds an innocent person guilty. 
Sometimes a jury find an innocent person guilty. 

Ali's family are very nice. 
Ali's family is very nice. 

* ANSWERS AT THE BOTTOM OF THE PAGE.

D. Fill in the blanks with the correct verb.

1. Joe and Sally _____ in the marching band. (play, plays)

2. Babies _____ not like loud voices. (do, does)

3. Marty _____ not get good grades in school. (do, does)

4. The herd of cattle _____ being moved south. (is, are)

5. I _____ to hang out with my friends. (like, likes)

6. That little girl _____ her mother. (want, wants)

7. The alien from outer space _____ two heads. (have, has)

8. The teacher _____ I did well on the test. (say, says)

*SEE ANSWERS BELOW. 
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Adjectives 54A

Name __________________ _ Date ________ _ 

Explanation and Exerdses 

She is a girl. 

Harry rode his bike. 

Aren't these sentences dull? Wouldn't they be more dynamic like this? 

She is a beautiful, red-haired girl. 

Harry rode his shiny, new, ten-speed bike. 

In these sentences, beautiful, red-haired, shiny, new, and ten-speed are all adjectives. We use 
adjectives every day in our speech and writing to communicate clearer images. 

A. DEFINITION: An adjective modifies or describes a noun or pronoun. In the sentences
above, the nouns are girl and bike.

An adjective answers one of these questions: what kind, how many, or which one. 

Examples: a beautiful girl 

several weeks 

that boy 

(what kind) 

(how many) 

(which one) 

(Note: That is a demonstrative adjective. Other demonstrative adjectives are this , these and 
those. They always answer the question, which one? 

B. Placement of Adjectives: Adjectives usually appear before the noun they modify, as in the
examples above. They can also be placed after the noun, separated from it by commas, as

The runners, tired but happy, reached their goal. 

Rita's grandmother, old and frail, was in a wheelchair. 

C. After each sentence, list the adjective (or adjectives) and the noun it modifies.

1. She was a graceful dancer. (Adjective: Noun: 

2. Do you want this ball? (Adjective: Noun: 

3. The red van is here. (Adjective: Noun: 

4. Give him six dollars. (Adjective: Noun: 

5. Every person, rich or poor, is important. (Adjectives: Noun: 

* ANSWERS ON ACTIVITY SHEET 54B.
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Adjectives 54B

Name __________________ _ Date ________ _ 

DYNAMIC DESCRIPTIONS 

Explanation and Exerdses 

A. ANSWERS TO EXERCISE C ON ACTIVITY 54A:

1. 

2. 

3. 

4. 

s. 

ADJECTIVE 

graceful 

this 

red 

six 

rich, poor 

NOUN 

dancer 

ball 

van 

dollars 

person 

B. A proper adjective is always capitalized, as in these examples.

The Spanish rice was delicious. 

April showers bring May flowers. 

C. Adjectives usually come before the noun. Sometimes they come later and are linked to
the noun by a verb, as in these examples.

The fruit is ripe. (adjective-ripe; noun-fruit) 

Alex is handsome. (adjective-handsome; noun-Alex) 

The ocean water felt cold. (adjectives-ocean, cold; noun-water) 

D. Underline each adjective and circle each noun in these sentences.

1. My New England friends like to dine at seafood restaurants.

2. The bracelet, shiny and golden, was expensive.

3. The Martian spacecraft was enormous.

4. Her best friend could not come to the birthday party.

5. This haunted house is scary.

* ANSWERS ON ACTIVITY SHEET 54C.

E. Fill in the blank spaces with adjectives.

1. I don't like that _______ creature.

2. The final exam was ______ _

3. The _______ woman bought a _______ hat.

4. The rocket landed on a planet. 

5. The house, and stood at the top of a 

_______ hill.

) 

) 



• I

Adjectives 54C 

Name ___________________ _ Date ________ _ 

Explanation and Exerdses 

A. ANSWERS TO EXERCISE D, ACTIVITY 54B:

1. My New England�riend�like to dine at seafood�estaurants).
2. The(Jlracelet), fillli!}'. and golden. was expensive.
3. The Martian �pacecraft)was enormous.
4. Her best�could not come to the birthday (party).
5. This haunted(house)is scary.

B. Comparison Adjectives: Most adjectives show comparison by adding er (when compar­
ing two things) and est (when comparing more than two things.)

Examples: great, 
ugly, 
sad, 

greater, 
uglier, 
sadder, 

greatest 
ugliest 
saddest 

Many other adjectives show comparison with the words more (for comparing two things) 
and most (for comparing more than two things). 

Examples: horrible, 
colorful, 

more horrible, 
more colorful, 

most horrible 
most colorful 

A few comparison adjectives do not follow these rules. 

Examples: good, better, best 
bad, worse, worst 
many, more, most 

C. Fill in the blank spaces with a comparison adjective.

1. One medal is good, but two are _____ _

2. Brad's answer is bad, but Mike's is even _____ _

3. Nancy is happy, Tina is _____ _, and Alice is the ______ of all.

4. Maria is tall, but her sister is even _____ _

* ANSWERS AT BOTTOM OF THE PAGE.

D. Fill in the blank space with an appropriate adjective.

1. My dog is ______ than yours.

2. This is the meal I ever ate. 

3. The patient seems today than she was yesterday. 

4. Brad is the kid in our class. 



Adverbs 55A 

Name 
-------------------

Date 
---------

HOW? WHERE? WHEN? 

Explanation and Exercises 

A. DEFINITIONS:

___. l. An adverb tells more about a verb. It usually answers one of three questions: 
How? When? Where? 

walk quickly (walk how? walk quickly) 
smile happily (smile how? smile happily) 
traveled yesterday (traveled when? traveled yesterday) 
play outside (play where? play outside) 

[Note: Adverbs that tell how usually (not always) end with ly, (such as angrily, badly, eas­
ily, really, happily, quickly, quietly, roughly, sadly). Some adverbs that do not end ly are 
quite, very, well.] 

___. 2. An adverb can also modify an adjective. 

a really good play (really modifies the adjective good) 
He is too tall. (too modifies the adjective tall) 
She is quite sad. (quite modifies the adjective sad) 

___. 3. An adverb can also modify another adverb. 

walk very quickly (very modifies the adverb quickly) 
eat too slowly (too modifies the adverb slowly) 

B. Rewrite these sentences, adding an adverb to modify the verb.

Example: Fred ate the hamburger. Fred ate the hamburger quickly. 

l. Jennifer walked down the street.

2. The train came into the station.

3. The bird sang.

4. The waiter poured the coffee.

C. Rewrite these sentences, adding an adverb to modify the adjective.

Example: The train was slow. The train was quite slow. 

l. I finished my homework quickly.

2. Carla is smart.

3. The baby smiled happily.
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Adverbs 558 

Name __________________ _ Date ________ _ 

Exerdses 

A. Adverbs modify verbs, adjectives, or other adverbs. They usually tell how, where, or when
(and can also answer the questions: How often? or How long? Adverbs often (but not always)
end inly.

B. Identify the adverb and the word it modifies in these sentences.

1. The mother looked at her child lovingly.

Adverb ______ What does it modify? _____ _

2. We go to the movies often.

Adverb ______ What does it modify? _____ _

3. Are you quite certain your answer is right?

Adverb ______ What does it modify? _____ _

4. He ran swiftly to the playground.

Adverb ______ What does it modify? _____ _

5. Sophie came to the party late.

Adverb ______ What does it modify? _____ _

6. Let's go to the movies tomorrow.

Adverb ______ What does it modify? _____ _

* ANSWERS AT THE BOTTOM OF THIS PAGE. 

C. Fill in the blank spaces with adverbs.

1. Always chew your food _____ _

2. He waited ______ in the doctor's office.

3. Joe always comes ______ to parties.

4. The dad looked at his son _____ _

5. The storekeeper spoke _____ _

6. Pat picked up the bat _____ _
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Adverbs vs. Adjectives 56A 

Name _________________ _ Date ________ _ 

ADVERBS vs. ADJECTIVES 

Explanation and Exerdses 

A. EXPLANATION: Bad or Badly?

Do you sometimes have trouble deciding whether to use an adverb or an adjective? Here are 
some hints that will make this decision easier. 

1. Do not use an adjective to modify a verb.

The boy is bad. The adjective bad describes the boy (noun). 
But The boy did badly on the test. The adverb badly modifies the verb and tells how the 

boy did. 

Here are some other examples. 

Here comes the beautiful girl. (Adjective beautiful describes noun girl.) 
But The girl dances beautifully. (Adverb beautif'ully modifies verb dances and tells how.) 

The lamp is bright. (Adjective bright describes the noun lamp.) 
But The lamp shone brightly. (Adverb brightly tells how the lamp shone (verb). 

2. Do not use an adjective to modify another adjective.

WRONG: 
_..RIGHT: 

WRONG: 
_..RIGHT: 

Jimmy is a real fine catcher. 
Jimmy is a really fine catcher. (Adverb really modifies adjective fine.) 

That is an awful big portion. 
That is an awfully big portion. (adverb awfully modifies adjective big.) 

B. Check the correct sentence in each of the following groups:

1. 0 a. She played the piano bad. 
0 b. She played the piano badly. 

2. 0 a. The train is moving slowly. 
0 b. The train is moving slow. 

3. O a. The mother sang soft to her baby. 
0 b. The mother sang softly to her baby. 

4. O a. This fabric feels softly. 
0 b. This fabric feels soft. 

5. 0 a. His voice is awfully loud. 
0 b. His voice is awful loud. 

6. 0 a. Jose got to first base quick. 
0 b. Jose got to first base quickly. 

* ANSWERS ON ACTIVITY SHEET 56B.
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Name __________________ _ Date ________ _ 
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Explanation and Exerdses 

A. ANSWERS TO EXERCISE B ON ACTIVITY 56A:

1. b, 2. a, 3. b, 4. b, 5. a, 6. b

B. GOOD or WELL

These two words are sometimes confused. 

---. Good is an adjective, as in 

Carlos is a good athlete. 
My dog, Rex, is good. 
That is good work. 

(modifies noun athlete) 
(modifies noun dog) 
(modifies noun work) 

---. Well is an adverb, as in 

Carlos plays basketball well. 
My dog, Rex, sleeps well. 
That printer works well. 

(modifies verb plays) 
(modifies verb sleeps) 
(modifies verb works) 

[Note: Well can sometimes be used as an adjective when it means in good health, as in 
The patient feels well today. (Well describes the noun patient; therefore, it is used as an 
adjective here.)] 

C. SURE OR SURELY

___.,. Sure is an adjective, as in

It is a sure thing. 
I am sure. 
This game is a sure win. 

(modifies noun thing) 
(describes pronoun I) 
(describes win, which is used as a noun here) 

___.,. Surely is an adverb, as in 

D. 

1. 

2. 

3. 

4. 

5. 

6. 

I am surely going. (modifies verb going) 
The team will surely win this game. (modifies win, which is used here as a verb) 

Fill in the blank spaces with the correct word. 

I am going to enjoy this game. (sure or surely) 

Did you do in your interview? (good or well) 

I don't feel with this headache. (good or well) 

Maria feels about herself. (good or well) 

Are you about that answer? (sure or surely) 

This party is going (good or well) 

* ANSWERS ON ACTIVITY SHEET 56C.



Adverbs vs. Adjectives 56C

Name __________________ _ Date ________ _ 

ADVERBS vs. ADJECTIVES 

Additional Exercises 

A. ANSWERS TO EXERCISE D ON ACTIVITY 56B

1. surely, 2. well, 3. well, 4. good,

B. Check the correct sentence in each of these groups.

1. 0 a.
0 b.

The pitcher threw the ball slow. 
The pitcher threw the ball slowly. 

5. sure,

2. 0 a.
0 b.

Carla stayed home because she didn't feel well. 
Carla stayed home because she didn't feel good. 

3. 0 a.
0 b.

4. 0 a.
Ob.

5. 0 a.
0 b.

6. O a.
0 b.

7. 0 a.
0 b.

8. O a.
0 b.

9. O a.
0 b.

The actor sure is good-looking. 
The actor surely is good-looking. 

That beast is awfully ugly. 
That beast is awful ugly. 

The teacher spoke loud to the class. 
The teacher spoke loudly to the class. 

Her hands were softly. 
Her hands were soft. 

The coffee tastes good. 
The coffee tastes well. 

She dances good. 
She dances well. 
Julie is a real good painter. 
Julie is a really good painter. 

*ANSWERS AT THE BOTTOM OF THIS PAGE.

C. Fill in each blank space with an adjective or an adverb.

1. My brother eats his food ______ quickly.

2. Sammy always rides his bike _____ _

3. That woman speaks with a ______ accent.

4. Elena is ______ than Patty.

5. Everyone knows that Mike is _____ _

6. The woman looked at her baby _____ _

6. well
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Name __________________ _ 

Misplaced Modifiers 57 A 

Date 
----------

MISPLACED MODIFIERS 

Explanation and Exerdses 

A. DEFINITIONS:

1. A modifier is a word that tells something about another word. The modifier must be in
the right place in the sentence to show which word it is modifying. Otherwise, it can seem
to be attaching itself to a different word. That can give the sentence a completely differ­
ent meaning.

2. 

Examples:

The teacher only gave Dave the book. 
(The only thing the teacher did was give the book to Dave.) 

The teacher gave only Dave the book. 
(The only person the teacher gave the book to was Dave.) 

The teacher gave Dave only the book. 
(The book was the only thing the teacher gave to Dave.) 

I almost saw the whole game. 
(I came close to seeing the game, but did not do so.) 

I saw almost the whole game. 
(I saw most of the game, but not the whole thing.) 

A modifier can also be a phrase. It can be confusing if misplaced in the sentence. 

Examples: 

She hung the jacket on a hanger so it wouldn't get creased. 
(So the hanger wouldn't get creased? This sentence can be fixed as follows: "So as 
not to crease the jacket, she hung it on a hanger.") 

I went to see the team play with my father. 
(Did the team really play with your father? It should say, "I went with my father 
to see the team play.") 

B. Rewrite each sentence on the line below. Place the modifier where it belongs in the sentence.

1. (Modifier: nearly) Patrick was able to stay for the whole party. 

2. (Modifier: just) Matthew has enough money to buy a sled. 

3. (Modifier: even) It was too late to finish half the work. 

4. (Modifier: to visitors) The museum is closed for alterations. 

*SEE ACTIVITY SHEET 5 7B FOR ANSWERS.



Misplaced Modifiers 57B 

Name __________________ _ Date ________ _ 

MISPLACED MODIFIERS 

Explanation and Exerdses 

A. ANSWERS TO EXERCISE B ON ACTIVITY SHEET 5 7 A:

1. Patrick was able to stay for nearly the whole party.

2. Matthew has just enough money to buy a sled.
3. It was too late to finish even half the work.
4. The museum is closed to visitors for alterations.

B. DANGLING MODIFIERS: Here are some more examples of misplaced modifiers.

1. While talking to a neighbor, the dog ran off
(Was the dog really talking to a neighbor? This sentence should be "While talking to a
neighbor, I saw the dog run off.")

2. Walking down the aisle, the stage looked empty.
(Can a stage walk down an aisle? This sentence should be "Walking down the aisle, I
looked at the empty stage.")

A misplaced modifier at the beginning of the sentence is called a dangling modifier. It
can cause confusion, especially if the modifier is a clause containing a word that ends in ing, 
as in the examples above. The word following the clause should be the word that is modified. 

Here are some more examples of misplaced dangling modifiers. 

1. Running to second base, the ball was caught by the shortstop.
(The runner, not the ball, was running, so the sentence should read, "Running to sec­
ond base, I stopped when the shortstop caught the ball.")

2. Hunting with a bow and arrow, the deer fled.
(The deer was not hunting, was it? This sentence can only be fixed by turning it
around. You could say, "The deer fled from the hunter who had a bow and arrow.")

C. Rewrite each sentence correctly on the line below.

1. Hanging on the wall, I examined the calendar.

2. Talking to my friend, the dog jumped up on me.

3. Driving down the street, the car got a flat tire.

4. Turning on the light, the bulb exploded.

* ANSWERS ON ACTIVITY SHEET 5 7C. 



Misplaced Modifiers 57C

Name 
--------------------

Date ________ _ 

MISPLACED MODIFIERS 

Additional Exerdses 

A. ANSWERS TO EXERCISE C ON ACTIVITY SHEET 5 7B:

1. I examined the calendar that was hanging on the wall.

2. The dog jumped on me while I was talking to my friend.
3. As I was driving down the street, the car got a flat tire.

4. When I turned on the light, the bulb exploded.

B. MISPLACED MODIFIERS: A modifier should always be placed so it is clear which
word is modified. If the modifier is misplaced, the sentence will mean something different
from what the writer intends.

C. Check the correct sentence in each of these groups.

1. D a. As Sara walked to the side of the house, a light went on. 
D b. Walking to the side of the house, a light went on. 

2. D a.
Db.

3. D a.
Db.

4. D a.
Db.

5. D a.
Db.

Getting A's on tests, the teacher gave a good grade. 
Getting A's on tests, Tom got a good grade from the teacher. 

Walking through the zoo, many animals look fierce. 
Many animals look fierce when you walk through the zoo. 

Clanging and whistling, the fire truck sped to the blaze. 
Clanging and whistling, the firemen sped to the blaze. 

Licking my hand, I petted the dog. 
I petted the dog as he licked my hand. 

* ANSWERS ON THE BOTTOM OF THIS PAGE.

D. Rewrite each sentence correctly on the line below.

1. While working yesterday morning, the power went off.

2. I visited the town where I was born with my son.

3. When taking a picture, the sun should be behind you.

4. At the age of 90, Mrs. Santo's family found her cooking a turkey.

* ANSWERS AT THE BOTTOM OF THIS PAGE. 
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Prepositions Misused 58A 

Name 
-------------------

Date ________ _ 

DON'T FLY OVER! 

Explanation and Exerdses 

A. DEF
I

NITION: A preposition is a word that shows how a noun or pronoun is connect­
ed to another word in the sentence in place, time, or direction. Here are some common
prepositions.

above, after, around, at, away, before, behind, 
by, from, in, into, on, over, through, under 

B. Here are some prepositions that are often used incorrectly.

l. By means past or by way of NEVER use by in place of at.

WRONG: 

---. RIGHT: 

Billy stopped by my house on the way to school. 
Billy stopped at my house on the way to school. 
Billy walked by my house on the way to school. ---. RIGHT: 

2. Beside means next to. Besides means in addition to.

WRONG: 

___. RIGHT: 

---. RIGHT: 

Sara has no one to play with beside her brother. 
Sara has no one to play with besides her brother. 
Sara sat beside her brother in the car. 

3. You cannot go over a place without wings. You can go to that place.

WRONG: I went over my friend's house after school. 
---. RIGHT: I went to my friend's house after school. 
---. RIGHT: The plane flew over my friend's house. 

4. Do not use off when you mean from.

WRONG: I bought this notebook off my friend. 
---. RIGHT: I bought this notebook from my friend. 
___. RIGHT: I got off the train and saw my cousin. 

C. Check the correct sentence in each of the following groups.

1. D a. 
Db. 

2. D a.
Db.

3. D a.
Db.

4. D a.
Db.

5. D a.
Db.

I am going over the record store this afternoon. 
I am going to the record store this afternoon. 

Andy got that bike from his friend. 
Andy got that bike off his friend. 

Joe stopped by my house to see my brother. 
Joe stopped at my house to see my brother. 

Maria has no homework today beside English. 
Maria has no homework today besides English. 

I like to sit beside my dad when he drives. 
I like to sit besides my dad when he drives. 

* ANSWERS ON ACTIVITY SHEET 58B.
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Prepositions Misused 58B 

Name _________________ _ Date ________ _ 

Additional Exerdses 

A. ANSWERS TO EXERCISE C ON ACTIVITY SHEET 58A

1. b, 2. a, 3. b, 4. b, 5. a

B. Some prepositions that are often used incorrectly are

By means past or by way of NEVER use by in place of at. 

Beside means next to. Besides means in addition to. 

Over means above. It is never used in place of to. 

Do not use off when you mean from. 

C. Check the correct sentence in each of the following groups:

1. 0 a.
Db.

2. 0 a.
0 b.

3. O a.
0 b.

4. O a.
0 b.

5. 0 a.
0 b.

I got the homework assignment off my friend. 
I got the homework assignment from my friend. 

Maria went to her aunt's house yesterday. 
Maria went over her aunt's house yesterday. 

I will stop at the market on the way home. 
I will stop by the market on the way home. 

Greg has two other friends beside Mike. 
Greg has two other friends besides Mike. 

Greg sat besides Mike on the bus. 
Greg sat beside Mike on the bus. 

*SEE ANSWERS AT THE BOTTOM OF THE PAGE.

D. Fill in the blank spaces with the correct words.

1. Let's go _____ Lee's house to watch tv. (over or to)

2. I saw you walking _____ Linda. (beside or besides)

3. No one _____ me has seen the new movie. (beside or besides)

4. I stopped _____ the Conti's house to see their dog. (by or at)

5. I got an extra worksheet _____ the teacher. (off or from)

*SEE ANSWERS BELOW.
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Recognizing a Complete Sentence 59A

Name 
--------------------

Date 
---------
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Explanation and Exerdses 

A. A complete thought-that is the definition of a sentence. A complete thought always con­
tains a subject (who or what) and a predicate (the rest of the thought).

Steve is laughing. (Subject: Steve; Predicate: is laughing) 
The dog barked loudly. (Subject: dog; Predicate: barked loudly) 

B. The subject is always a noun (person, place or thing).
The predicate always contains a verb (action or being).

In the first sentence above, the subject noun is Steve, and the predicate verb is is laughing. 
(The verb tells what the subject is doing, thinking or feeling) 

In the second sentence, the subject noun is dog, and the predicate verb is barked. 

C. Circle the subject noun and underline the verb in these sentences.

1. The band played in the parade.

2. Mina eats fruit and vegetables.

3. My neighbor was mowing his lawn.

4. The old man walks slowly.

* ANSWERS ON ACTIVITY SHEET 59B.

D. There can be more than one subject in a sentence.

My brother and sister went to the movies. 
(Subject: brother and sister) 

The actors and actresses performed on stage. 
(Subject: actors and actresses) 

E. There can be more than one verb in the predicate.

The people in the chorus sang and danced. 
(Predicate Verbs: sang and danced) 

Frieda skipped and jumped all the way to school. 
(Predicate Verbs: skipped and jumped) 

F. Circle the subjects and underline the verbs in these sentences.

1. Mom and her sisters talked and laughed.

2. Jamie and his brother tossed and kicked the ball.

3. Johnny and I are watching and waiting for the mailman.

* ANSWERS ON ACTIVITY SHEET 59B.



Recognizing a Complete Sentence 598

Name _________________ _ Date ________ _ 

PUTTING IT TOGETHER 

Explanation and Exerdses 

A. ANSWERS TO EXERCISE C ON ACTIVITY SHEET 59A:

1. The(!Jand)played in the parade.
2. (Mina)� fruits and vegetables.
3. My(neighboi]was mowing his lawn.
4. The old �an)walks slowly.

ANSWERS TO EXERCISE F ON ACTIVITY SHEET 59A: 

1. (Mom and her sisters)talked and laughed.
2.(Jamie and his brother)tossed and kicked the ball.
3. (Johnny and I)are watching and waiting for the mailman.

B. THE INVISIBLE SUBJECT: In a command, the subject You may be omitted. You is still
the subject, even if you can't see it.

Come here! (The subject is you) 
Go to your room! (The subject is you) 

C. THE TRAVELING SUBJECT: Usually, the subject is at the beginning of the sentence,
but sometimes it can come later.

While waiting for the bus, I met my pal, Fred. (I is the subject) 
Long ago, before the stone age, dinosaurs roamed the earth. (dinosaurs is the subject) 

D. Identify the subject in these sentences.

1. Yesterday, before going to work, Mom baked a cake.

Subject: _______ _

2. Go to the principal's office.

Subject: _______ _

3. At two o'clock in the morning, I heard a strange noise in my room.

Subject: _______ _

4. Yelling and shouting, the fans rooted for their team.

Subject: _______ _

5. Answer these questions right now.

Subject: _______ _

6. Confident that she could hit the ball, Wendy stepped up to bat.

Subject: _______ _

* ANSWERS ON ACTIVITY SHEET 59C.
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Date ________ _ 
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Exerdses 

A. ANSWERS TO EXERCISE D, ACTIVITY SHEET 59B:

1. Mom, 2. you, 3. I, 4. fans, 5. you, 6. Wendy

B. Can you combine each subject in column A with a predicate from column B to make a
complete sentence? Write these sentences on the lines below.

A 

1. Jack and Jill

2. The big black car

3. The store on the corner

4. My cousin's cat

5. The kids in my class

6. The telephone

7. This hamburger

8. My best friend

9. This test

B 

are sometimes noisy 

tastes delicious 

rang loudly 

went up the hill 

was licking its fur 

sped down the street 

sells hardware 

is very easy 

came to my party. 

(Write the complete sentences below.) 

£ 1. 
0 
0 

� 2. 

(Q) 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

*SEE ANSWERS BELOW.

·,{sea AlaA s1 lSal S!lf.l '6 'Alled AUI Ol ameJ puapJ lSaq AW '8 ·snopn,:ip salsei 1a�mq
-meq s14.1 · L ·,{1pno1 �ue1 auoqdaJal aq.1 ·9 ·,{s1ou samnamos a1e ssep AUI u1 spP{ aq.1 ·5

'lnJ Sl! �UPPH SeM le) s,u1sno) A]i'{ ·v ·arnMprnq snas lclUJO) aql uo dlOlS aq.1 '£ 'lcldllS 
aql uMop pads rnJ ){Je1q �1q aq.1 ·z 'll!l! aql dn lUaM mf pue ){Jef ·1 :g asp1ax1 Ol s1aMSUV 



Sentence Fragments 60A 

Name _________________ _ Date _______ _ 

BROKEN APART 

Explanation and Ex.erdses 

It's sad when something gets broken. Did you ever drop a prized possession-maybe an elec­
tronic game-and see it smash into pieces? Or the cat knocks over Mom's favorite vase and 
splinters it into fragments? 

That is what we call pieces of broken sentences-fragments. These damage your writing, 
as though you had dropped that sentence and shattered it. Here are some examples of frag­
mented sentences. 

l. A senior who starred in the annual school production

2. Although John was happy to have his own room

3. Sarah's new white prom dress in the closet

Can you see what is wrong with these sentences? None of them is a complete thought!
A sentence must have a subject and a predicate (verb). The first sentence above, "A senior

who starred in the annual school production," is the subject. To complete the thought, some­
thing must follow that tells what the subject did or said, as 

_. A senior who starred in the annual school production forgot his lines. 

Look at the second sentence. "Although Jon was happy to have a room of his own" is a 
clause that cannot stand on its own. Try saying it aloud, and you will hear that it is incom­
plete. Something else must follow, as 

_. Although Jon was happy to have his own room, he missed his brother. 

The third sentence, like the first, contains only a subject-"Sarah's new white prom dress 
in the closet." There is no verb, no predicate. Here are two possible ways of making it a com­
plete sentence. 

-. Sarah's new white prom dress hung in the closet. 
_. Sarah's new white prom dress in the closet fell on the floor. 

Here are some fragments. Rewrite them on the lines below, making them complete sen­
tences. 

1. An exciting and scary ghost story.

2. An end-of-the-year party at Jeff's house.

3. The camping trip that my family was planning last summer.

4. Standing at home plate and clutching the bat tightly.

* ANSWERS ON ACTIVITY SHEET 60B.
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Sentence Fragments 60B 

Date 
-------------------

BROKEN APART 

Exerdses 

---------

A. ANSWERS TO EXERCISES ON ACTIVITY SHEET 60A:

Here are some possible solutions: 

1. I am reading an exciting and scary ghost story.

2. An end-of-the-year party at Jeff's house is planned for June 25.

3. The camping trip that my family was planning last summer
was rained out.

4. Standing at home plate and clutching the bat tightly, Mike
vowed to hit a home run.

Do your sentences now express complete thoughts? Do they contain 
both subjects and predicates? 

B. Here is another exercise that will help you write complete sentences. The paragraph
below contains three sentence fragments. Rewrite the whole paragraph on the lines below,
making sure that every sentence is complete .

'S+-eve ci.\\� Jess s+-ci.\\�l\\8 t\\ .Pvo\\+- o.P 'S+-eve's l--\ol.\se. -rl--\ey 
weve hyi\\8 +-o �eci�e wl--\ci.+- +-o �o. Got\\8 +-o +-l--\e pci.v� +-o plci.y 
bci.sebci.ll. -rl--\ci.+- see1Me� H�e ci. Boo� i�eci.. ov +-l--\ey col.\l� Bo 
�Ow\\i--Ow\\ +-o +-l--\e vi�eo ci.vcci.�e. Lo+-s o.P e;,cci+-i\\8 8"'-""'es +-l--\eve. 
-rl--\ey �ed�e� +-o vi�e +-l--\eiv bi�es �Ow\\i--Ow\\. 

Now write this paragraph correctly below. 
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Name 

Sentence Fragments 60C 

-------------------- Date ________ _ 

BROKEN APART 

Paragraph-First Dra� 

Now that you have learned to avoid sentence fragments, it is time 
to write a paragraph of your own that contains no sentence frag­
ments. 

Since we have been examining broken sentences, you're going 
to write a paragraph about one of the following: 

I Broke Something That Belonged to Me 

I Broke Something That Belonged to Someone Else 

I Got into Trouble for Breaking Something 

Someone Else Broke Something Belonging to Me 

I Know Someone Who Is Always Breaking Things 

Something I Would Like to Break 

One Careless Moment 

1. Choose one of these titles and write it on the title line below. (The incident you write
about can be true, or you can make it up.)

2. Write a first draft of your paragraph. Be sure to
a. introduce the subject in the first sentence.
b. tell what happened with as much detail as possible.
c. use only complete sentences.
d. include at least five sentences in your paragraph.
e. conclude the incident in your last sentence.

(This is a first draft, so concentrate on getting your thoughts down on paper. Don't be
too concerned with spelling or grammar. Just be sure you have no sentence fragments. 
(Indent at the beginning of the paragraph.) 
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Sentence Fragments 60D 

Date 
------------------- ---------

BROKEN APART 

Paragraph-Revising and Writing a Final Copy 

A. Edit and revise the paragraph you wrote in Activity 60C, using the
following questions as guidelines:

1. Did you indent at the beginning of the paragraph?
2. Do you introduce the subject in the first sentence?
3. Do you have at least five sentences in your paragraph?
4. Are all your sentences complete? If there are any sentence fragments,

correct them.
S. Do your subjects and verbs agree?
6. Can you add any details to make your paragraph more interesting?
7. Do you conclude the story in the last sentence?
8. Are there any words you are not sure how to spell? Consult a dictionary.

<2 B. When your paragraph is as perfect as you can make it, write the final copy below .
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Sentence Fragments: Simple Exercises 61 

Name Date ________ _ --------------------

PUTTING IT TOGETHER 

Simple Exerdses 

A. EXPLANATION: Did you ever see a broken branch on a tree? It just hangs there like
half an arm. That's how it is with sentence fragments. They dangle sadly because they have
no meaning by themselves.

The broken branch. This fragment doesn't mean anything because it is only a subject 
and not a complete sentence. It could be fixed as follows: 
The broken branch had a raw, jagged edge. 

The happy girl in her beautiful new prom dress. This is just a subject. It is incomplete 
until you tell what the girl did, as 
The happy girl in her beautiful new prom dress danced all evening. 

B. The fragments in the first column are dangling alone. Find the rest of each sentence in
the second column. Then write the complete sentences on the lines below.

l. My neighbor's big dog

2. The calendar on the kitchen wall

3. Maria, on her way to school

4. Patrick and Luke, who were brothers

5. A big box filled with presents

6. The best team in the league

l. 

2. 

3. 

4. 

5. 

6. 

* ANSWERS AT THE BOTTOM OF THIS PAGE.

looked a lot alike 

won the championship 

was open to December 

arrived in the mail 

met her best friend 

barked all night 
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Run-on Sentences 62A 

Name 
--------------------

Date ________ _ 

Explanation and Exerdses 

A. What happens in baseball when a runner misses a base and keeps on running? There's a
good chance the runner will be ruled out.

In order to get a hit, the runner must stop at the base. The base is a signal to the run­
ner-STOP! 

The same signal in a sentence is the period. A period means stop. It means that the sen­
tence is complete. If you keep on past the point where a period should be, then you have a 
run-on sentence, as 

I went to Molly's house, her mother likes me. 

This example has two complete thoughts. First thought: I (subject) went to Molly's house 
(verb and predicate); Second thought: Her mother (subject) likes me (verb and predicate). The 
comma is misplaced. A period should show the end of the first complete thought. 

-. I went to Molly's house. Her mother likes me. 

Here is another example. 

Eric lives on Maple Street his house is the yellow one on the corner. 

The first complete thought is: Eric (subject) lives on Maple Street (verb and predicate); 
Second thought: His house (subject) is the yellow one on the corner (verb and predicate). This 
should be two complete sentences with a stop (period) at the end of each. 

_. Eric lives on Maple Street. His house is the yellow one on the corner. 

B. Here are five run-on sentences. Rewrite them on the lines below, placing a stop (period)
after each sentence. (Also, be sure to begin each sentence with a capital letter.)

1. The first day of school is exciting I always wear new clothes.

2. My dad is a great fisherman we are going fishing next Saturday.

3. Call me any time I'm always home.

4. Watch out for Bobby he can sometimes act like a bully.

5. Come with me to the video store there's a good video I want to get.

*SEE ACTIVITY SHEET 62B FOR ANSWERS.



Run-on Sentences 62B 

Name _________________ _ Date ________ _ 

RUNNING PAST THE BASE 

Paragraph-First Draft 

A. ANSWERS TO EXERCISE ON ACTIVITY SHEET 62A:

1. The first day of school is exciting. I always wear new clothes.

2. My dad is a great fisherman. We are going fishing next Saturday.

3. Call me any time. I'm always home.

4. Watch out for Bobby. He can sometimes act like a bully.

5. Come with me to the video store. There's a good video I want to get.

B. When you write a paragraph, take extra care to avoid sentence fragments and run-on sen­
tences so that your meaning is always clear.

Can you think of a time when running too fast can cause trouble? You are going to write 
a paragraph describing such an incident. It can be true or imaginary. Here is an example. 

Fv-0\\\\:. WO\S pv-ol.\J. o.P �ls O\blllty to v-L\\\ .PO\st. He \\evev- t�ol.\8�t i.t 
wol.\lJ. be possible to v-L\\\ too .Pe'\Si; bl.\t t�O\t ls w�O\t �O\ppe\\eJ. lO\st 
Tuv.v-SJ-0\y IMOV'\\l\\8· Fv-0\\\\:. WO\S O\\ �i.s WO\Y to �ls sc�ool, w�lc� WO\S 
.Plve bloc\:.s -Pv-olM �i.s �ov.se. He �� ovev-slept O\\\J. WO\S 0\-Pv-O\lJ. o.P 
bei.\\B lO\te. He be80\\\ to v-v.\\, .PO\stev- O\\\J. .PO\stev-. He tv.v-\\eJ. t�e 
cov-\\ev- O\t 0\ liB��i."-8 pO\ce, too .PO\st to stop, O\\\J. cYO\S�eJ. v-i.8�t 
i.\\to 0\ police o.P.Pi.cev-, O\l1Most \:.\\oc\:.i\\B �i.lM J.ow\\. Fv-0\\\\:. wo\\J.ev-eJ. 
l.P l-\e wov.lJ. e\\J. v.p l\\ jO\ll 'i\\steO\J. o.P sc�ool. l>L\t t�e police o.P.Pi.cev­
jv.st bv-v.s�eJ. �l1MSel.P o.P.P O\\\J. we\\t O\\ �ls wO\y. W�O\t 0\ v-eli.e.P! 

Write the first draft of your paragraph below. Include at least five sentences. Be sure to avoid 
run-on and fragmented sentences . 
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Run-on Sentences 62C 

Name 
--------------------

Date ________ _ 

Paragraph-Revising and Writing a Final Copy 

A. Revise and edit the paragraph you wrote in activity 62B, using the following questions as
guidelines:

1. Did you indent at the beginning of the paragraph?

2. Are all your sentences complete? If there are any sentence fragments, correct them.

3. Are there any run-on sentences? If so, use periods to make two separate sentences.

4. Do your subjects and verbs agree?

5. Are there at least five sentences in your paragraph?

6. Can you add any details to make your paragraph more interesting?

B. When your paragraph is as perfect as you can make it, write the final copy below.



Name 

Run-on Sentences 62D 

--------------------- Date ________ _ 

RUNNING PAST THE BASE 

Additional Explanation and Exerdses 

A. We are going to the park tomorrow then we'll visit the zoo.

This is a run-on sentence. There are several ways to correct it. 

1. Divide it into two sentences:

We are going to the park tomorrow. Then we'll visit the zoo. 

2. Use a comma and a connective word such as "and" or "but:"

We are going to the park tomorrow, and then we'll visit the zoo. 

B. Each of the following is a run-on sentence. On the first line below, rewrite it correctly as
two sentences. On the second line, rewrite it correctly as one sentence with a comma and
connective word.

1. My library book was overdue I brought it back the next day.

2. Mr. Cowley's ranch is huge it is in Oklahoma.

3. I never saw a spaceship I would love to see one.

4. I visited my friend's house yesterday she wasn't home.

* ANSWERS AT THE BOTTOM OF THE PAGE.
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Agreement of Subject and Verb 63A 

Name 
-------------------

Date ________ _ 

WE MUST AGREE! 

Explanation and Exerdses 

A. A complete sentence must contain a subject (noun or pronoun) and a verb (action or
being word). The subject and verb must agree to make the meaning clear. A singular subject
takes a singular verb. A plural subject takes a plural verb, as in these examples.

Jennifer has a bike. 
Subject: Jennifer (singular); Verb: has (singular) 

Jennifer has two bikes. 
Don't be confused by "two bikes." The subject, Jennifer, is still singular, 

so the verb must also be singular. 

Allergic people sneeze when there is pollen in the air. 
Subject: people (plural); Verb: sneeze (plural) 

My cousin, Jake, always sneezes a lot in the summer. 
Subject: Jake (singular); Verb: sneezes (singular) 

B. Complete the sentences below by filling in the correct verb form.

1. Jonathan _____ his homework every day. (finish or finishes) 

2. My three dogs _____ at every noise. (bark or barks) 

3. Two calendars _____ on the classroom wall.

4. My calendar _____ that today is Tuesday.

5. My dad _____ funny jokes. (tell or tells) 

(hang or hangs) 

(show or shows) 

6. TV comedians _____ funny jokes. (tell or tells)

*SEE ACTIVITY SHEET 63B FOR ANSWERS.

C. It's easy to make subjects and verbs agree in simple sentences. With complex sentences,
this becomes more difficult, as in these examples.

The tourists on the cross-country bus make a lot of noise. 
The subject is not bus but tourists (plural) and takes the verb make. 

Alan and his friends like chocolate ice cream. 
The subject is not Alan but Alan and his friends (plural). 

D. Fill in the correct verb form in the following sentences:

1. The coach and players _____ on the play. (decide or decides) 

2. The ballerina and her partner graceful. (is or are) 

3. Chuck, Alan, and Joe _____ very well. (swim or swims) 

*SEE ACTIVITY SHEET 63B FOR ANSWERS



Agreement of Subject and Verb 638

Name _________________ _ Date _______ _ 

WE MUST AGREE! 

Editing a Paragraph 

A. ANSWERS TO EXERCISES ON ACTIVITY SHEET 63A:

Exercise B: 1. finishes, 2. bark, 3. hang, 4. shows, 5. tells, 6. tell 

Exercise D: All these subjects are plural, so the answers are 1. decide, 2. are, 3. swim 

B. MAKE THEM AGREE: The following paragraph contains errors in agreement of sub­
jects and verbs. Circle the subjects and verbs that do not agree. Then copy the complete para­
graph correctly on the lines below.

I like +-o lis+-e\\ +-o IMY CD pl"'yev. 1-\y IMOIM "'-\\J.. J.."'J.. J..oes \\o+- like IMY 
cl--.oi.ce o.P IMv.Si.c . .,.-l,,.e s+-v..P.P I pl"'y "'ve \\Ci-- sc t><'\J... 1-\y sis+-e/s 1Mv.si.c sov.\\J.. 
1M1>.cl--. lov.J..ev. I +-vy +-o keep +-�e sov.\\J.. low. '5+-ill, IMY P"'-ve\\+-s co1Mpl"'i\\s. 
Wl--."'+- C<'\\\ yov. J..o? A +-ee\\"'-8ev \\evev wi\\. 

Write the complete paragraph correctly here. 

*SEE ANSWER AT BOTTOM OF PAGE

C. Here is another paragraph with errors in agreement of subject and verb. Circle those that
are wrong. Then copy the whole paragraph correctly .

.,.-oJ.."'y is .Pi\\"'ls J.."'y "'+- sc�col. All s+-v.J..e\\+-s +-"'kes e><"'-� "'+- +-l--.e S<'\IMe 
+-i.1Me. I "'-IM O\\e pevso\\ w�o s+-v.J..y �"'vJ... '501Me o.P +-�e kiJ..s J..oes\\1+- c"'ve, bv.+- I 
W<'\\\t'" +-o J..o well. .,.-l,,.e �"'vJ..es+- +-es+-s .Pov 1Me is E\\8\is� "'\\J.. I-\"'+-�. 1-\y -Pv-ie\\J..s, 
J"'ckie <'\\\J.. l'-\"'vk, J..oes\\1+- woV'V'y "'+- "'ll. 111 be 8l"'J.. w�e\\ +-oJ.."'y e\\J..S. 

·spua iCepoi uaqM per2 aq ILI ·ne ie iC1rnM i,uop 1){1ew pm appef 'spuapJ iCw ·qiew pue qsn2u:;c
a1e aw 101 sisai isap1eq aq.1 ·rraM op oi iueM r inq 'a1e:, i,uop SpPJ al.p JO awos ·prnq sa1Pms oqM

uos1ad auo we r ·amp awes al.fl ie smexa a){El siuapms nv 'JOOq:>s ie ,fop sreuu s1 iCepo.1 
jSUJM JaAaU 1a2euaai V i,OP no.,( Ul!J ieqM ·u,erdwOJ siua1ed AUi 'rms 

'MOI punos aqi daa){ oi All I ·1apno1 q:,nw spunos JJsnw s,1ais1s AW ·peq os iou S! iCe1d I nms 
aq.1 ·:,,snw JO a:,1oq:, iCw a)f!J iou op pep pm wow iCw ·1aiCe1d a:::> iCw oi uaisn oi a){n r 
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Agreement of Subject and Verb: Collective Nouns 63( 

Name _________________ _ Date _______ _ 

l"JE lfUST AGREE! 

Explanation and Ex.erdses 

A. A collective noun names a group of people, animals, or things, such as

band, orchestra, crowd, gang, family, chorus, jury, audience, herd, 
flock, bunch, stack, set, bundle 

A collective noun is usually followed by a singular verb because the group acts as one, as in 
these examples: 

The school orchestra rehearses on Friday afternoons. 
(collective noun: orchestra; singular verb: rehearses) 

The audience applauds after a fine performance. 
(collective noun: audience; singular verb: applauds) 

The flock of birds is flying south for the winter. 
(collective noun: flock; singular verb: is flying) 

B. Write the correct verb in the spaces below.

1. My class ___ going on a field trip. (is, are) 

2. The chorus ___ going to perform seasonal songs. (is, are) 

3. The committee ___ made a decision. (has, have) 

4. A stack of test papers ___ on the teacher's desk. (is, are) 

(was, were) 5. A herd of cows ___ gathered in the meadow.

*SEE ANSWERS AT THE BOTTOM OF THE PAGE.

C. Write a sentence containing each of these words.

1. 

2. 

3. 

4. 

5. 

6. 

(band)

(family)

(gang)

(bunch)

(jury)

(crowd) 

Sl?M 'S 'SJ 't 'seq '£ 'SJ ·z 'SJ 'l :g asplax3: Ot SJaMSUV 



Leaving Out Necessary Verbs 64A 

Name __________________ _ Date ________ _ 

THE LOST VERB 

Explanation and Exerdses 

A. Sometimes a sentence requires more than one verb. For example:

1. The door is locked, and the keys put away.

In this sentence, the verb is is fine with door, but you cannot says "keys is put away."
It must say, "keys are put away." Therefore, this sentence should be written

__.. The door is locked, and the keys are put away.

Here is another example.

2. The flowers have been watered, and the grass mowed.

This should be written.

__.. The flowers have been watered, and the grass has been mowed.

B. Rewrite each sentence correctly on the line below.

1. The dishes have all been washed, and the big pot scrubbed.

2. Karen works best in the morning, and the boys in the afternoon.

3. The dog gets fed at 3, and the cats at 5.

4. A dog has four legs, but people only two.

5. Maria has grown two inches, but the boys only one inch.

6. The desk goes in the corner, and the chairs on the other side.

7. The Smiths have two cats, but Mrs. Santiago only one.

8. The roast turkey was delicious, and the desserts even better.

*SEE ACTIVITY SHEET 64B FOR ANSWERS.
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Name 

Leaving Out Necessary Verbs 64B

--------------------

Date ________ _ 

Additional Exerdses 

A. ANSWERS TO EXERCISE B ON ACTIVITY SHEET 64A:

1. The dishes have all been washed, and the big pot has been scrubbed.

2. Karen works best in the morning, and the boys work best in the afternoon.

3. The dog gets fed at 3, and the cats get fed at 5.

4. A dog has four legs, but people have only two.

5. Maria has grown two inches, but the boys have grown only one inch.

6. The desk goes in the corner, and the chairs go on the other side.

7. The Smiths have two cats, but Mrs. Santiago has only one.

8. The roast turkey was delicious, and the desserts were even better.

B. Check the correct sentence in each of the following groups.

1. O a.
0 b.

2. 0 a.
ob.

3. 0 a.
0 b.

4. O a.
0 b.

5. 0 a.
0 b.

6. 0 a.
Ob.

The rug was green, and the walls white. 
The rug was green, and the walls were white. 

The boys leave for school at 7:30, and Mary leaves at 8. 
The boys leave for school at 7:30, and Mary at 8. 

Maria likes to eat chicken, but the boys meat. 
Maria likes to eat chicken, but the boys like meat. 

The chorus members sing together, but the soloist alone. 
The chorus members sing together, but the soloist sings alone. 

Matthew attends one church, and his grandparents another. 
Matthew attends one church, and his grandparents attend another. 

Mrs. Geller plants vegetables, but her neighbors plant flowers. 
Mrs. Geller plants vegetables, but her neighbors flowers. 

* ANSWERS AT THE BOTTOM OF THIS PAGE. 
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Split Verb Phrases 65A 

Name ------------------- Date ________ _ 

DON'T SPLIT MY VERB 

Explanation and Exercises 

A. A Verb Phrase is a verb that contains more than one word, usually a main verb and an
auxiliary (helping) verb.

Some examples of verb phrases are had been, has walked, have eaten, and am going. 
Verb phrases are like married people-they hate to be separated from each other. If you 

place other words between them, they make an awkward sentence, such as 

Arthur had, it's hard to believe, visited two countries in one day. 
Helen has, much to my surprise, finished all her homework. 

Here is how these sentences should look. 

_.. It's hard to believe that Arthur had visited two countries in one day. 
-.. Helen has finished all her homework, much to my surprise. 

B. The following sentences contain split verb phrases. Rewrite each sentence on the line
below.

1. Maya had, much to her relief, passed all her courses .

2. I am, if at all possible, coming to your birthday party.

3. Joe has, though he was told not to, turned on the tv.

4. That dog was, I had no doubt, going to bite the mailman.

5. She has, for no good reason, gone away.

6. Greg was, if he could get ready early, planning to eat breakfast.

*SEE ACTIVITY SHEET 65B FOR ANSWERS.
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Name 

Split Verb Phrases 65B 

Date 
------------------

DON'T SPLIT MY VERB 

Additional Exerdses

---------

A. ANSWERS TO EXERCISE B ON ACTIVITY SHEET 65A:

1. Much to her relief, Maya had passed all her courses.
2. I am coming to your birthday party if at all possible.
3. Though he was told not to, Joe has turned on the tv.
4. I had no doubt that dog was going to bite the mailman.
5. She has gone away for no good reason.
6. Greg was planning to eat breakfast if he could get ready early.

B. Can you find four split verb phrases in the following paragraph? Circle them and rewrite
the paragraph correctly on the lines below.

EJ. wci.s, wV\ile V\is �h,J. wci.s O\\ so�e+-V\i\\8 else, viJ.i\\8 V\iS bike 
i-V\vOL\8V\ i-V\e pci.vk A+- .Pivs+; V\e J.iJ. �o+- �oHce i-V\e CV\ilJ. wV\O wci.s, 
+-eci.vs vl,\��i�B J.ow� V\ev .Pci.ce, cvoL\cV\eJ. �eci.v i-V\e \::>L\SV\eS. EJ. 
s+-oppeJ. ci.�J. Bo+- o.P.P i-V\e bike. '\.JV\ci.+- V\ci.s,1' V\e ci.skeJ. i-V\e cvyi�B 
cV\HJ., ''V\ci.ppe�eJ. +-o yoL\?11 -r\i\e cl--\HJ. +-ook o�e look ci.+- EJ. ci.�J. we�+­
.Plyi�B J.ow� i-V\e pci.i-V\, scveci.�i�B- EJ. SV\vL\88eJ. ci.�J. Bo+- bci.ck o� V\iS 
bike. I 8lAess I V\ci.Ve�'+; V\e t"V\OL\8V\t- +-o V\i�el-P, l-\elpeJ. V\ev ci.+- ci.ll. 

* ANSWER AT BOTTOM OF PAGE.
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Confusing Comparisons 66A 

Name 
-------------------

Date _______ _ 

LONGER THAN WHAT? 

Explanation and Exerdses 

A. CONFUSING COMPARISONS:

Rita's hair is longer than any girl in her class. 

This sentence makes no sense at all! Rita's hair must trail along the ground behind her 
if it is longer than the length of a girl! 

What the writer meant to say is, Rita's hair is longer than that of any girl in her class. This 
compares hair to hair, not hair to girl. 

A comparison must make clear exactly what is being compared to what. 

Here is another example of a confusing comparison. 

The singer's act was the greatest success. 

Greatest is a comparison word. The singer's act is being compared to something, but this 
sentence doesn't say to what. It should read, "The singer's act was the greatest success of any act 
on stage that night. 11 

B. The following sentences contain confusing comparisons. Rewrite each sentence correct­
ly on the line below.

1. Matt's grades are the best.

2. My dog, Freddie, is smarter than anyone's.

3. My hamster is bigger than all my friends.

4. My dad is the greatest.

5. Darla's family is bigger than the rest of the school.

*SEE ACTIVITY SHEET 66B FOR ANSWERS.
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Name 

Confusing Comparisons 66B 

--------------------

Date ________ _ 

LONGER THAN WHAT? 

Explanation and Exerdses 

A. ANSWERS TO EXERCISE B ON ACTIVITY SHEET 66A:

1. Matt's grades are the best grades in the class.
2. My dog, Freddie, is smarter than anyone else's dog.
3. My hamster is bigger than all my friends' hamsters.
4. My dad is the greatest of all dads.
5. Darla's family is bigger than any family in the rest of the school.

B. Never use double comparatives on superlatives.

WRONG: My aunt is the most saddest lady I know. 
---♦- RIGHT: My aunt is the saddest lady I know. 

WRONG: She seems a bit more happier today. 
---♦- RIGHT: She seems a bit happier today. 

WRONG: My dog, Monty, is more noisier than the one we had before. 
---♦- RIGHT: My dog, Monty, is noisier than the one we had before. OR

_.. RIGHT: My dog, Monty, is more noisy than the one we had before. 

C. The sentences below contain double comparatives or superlatives. Rewrite each sentence
correctly on the line below.

l. Fifth grade is more harder than fourth grade.

2. Mrs. Harrison is the most kindest teacher in the school.

3. Harry is the most best pitcher on the team.

4. The patient is feeling a lot more better today.

5. Mr. Adams is the most grumpiest man on our block.

* ANSWERS AT THE BOTTOM OF THIS PAGE. 
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Redundancies 67 A 

Name ------------------- Date _______ _ 

YOU SAID THAT ALREADY! 

Explanation and Exerdses 

A. REDUNDANCIES: A sentence can get too wordy and confusing if it says the same thing twice.

REDUNDANT: 
� BETTER: 

REDUNDANT: 
� BETTER: 

REDUNDANT: 
� BETTER: 

Max woke up at 12 midnight. 
Max woke up at midnight. (Midnight means 12.) 

I read a biography about the life of John F. Kennedy. 
I read a biography about John F. Kennedy. (Biography means 
"about the life." You don't need to say it twice!) 

Let us cooperate together to complete the project. 
Let us cooperate to complete the project. (Cooperate means 
doing something together.) 

B. Here are other common redundancies:

REDUNDANCY 

12 noon 
4 A.M. in the morning 
a total of 15 boxes 
each and every 
final end 
free gift 
period of three months 
refer back 
personally, I think 
repeat again 
revert back 

THE BETTER WAY

noon 
4A.M. 

15 boxes 
each 
end 

gift 
three months 
refer 
I think 
repeat 
revert 

C. Check the correct sentence in each group.

1. D a.
Db.

2. D a.
Db.

3. D a.
Db.

4. D a.
Db.

5. D a.
Db.

6 D a. 
Db. 

The new store gave free gifts on opening day. 
The new store gave gifts on opening day. 

The teacher said, "Don't make me repeat that." 
The teacher said, "Don't make me repeat that again." 

I had a bad dream at 3 A.M.

I had a bad dream at 3 A.M. in the morning. 

When his punishment ended, he reverted back to his old ways. 
When his punishment ended, he reverted to his old ways. 

The building was closed for three months. 
The building was closed for a period of three months. 

The last thing Mary did was the end of our friendship. 
The last thing Mary did was the final end of our friendship. 

*ANSWERS ON ACTIVITY SHEET 67B.
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Redundancies 67B 

Name 
-------------------

Date ________ _ 

YOU SAID THAT ALREADY! 

Explanation and Exerdses 

A. ANSWERS TO EXERCISE C ON ACTIVITY SHEET 67A:

1. b, 2. a, 3. a,

B. Here are other common redundancies.

REDUNDANCY 

surrounded on all sides 
square in shape 
round in shape 
small (or large) in size 
return again 

4. b, 5. a,

BEITER WAY 

surrounded 
square 
round 
small (or large) 
return 

6.a

ATM machine 
the future to come 
he is a person who 
personal opinion 
ac/dc current 

ATM (The M stands for machine) 
the future 
he 
opinion 
ac/dc (c stands for current) 

C. Copy each sentence on the line below, taking out the redundancy.

1. An island is surrounded on all sides by water.

2. In the future to come, everyone will owq a computer.

3. Raul wanted to return again to the house where he was born.

4. Mrs. Sanchez got the money she needed from the ATM machine.

5. What is your personal opinion about this school?

6. This machine will only fit in a box that is square in shape.

7. Matthew is a person who likes to play basketball.

*ANSWERS ON ACTIVITY SHEET 67C.



Redundancies 67( 

Name 
-------------------

Date 
---------

YOU SAID THAT ALREADY! 

Explanation and Exercises 

A. ANSWERS TO EXERCISE C ON ACTIVITY SHEET 67B:

1. An island is surrounded by water.
2. In the future, everyone will own a computer.
3. Raul wanted to return to the house where he was born.
4. Mrs. Sanchez got the money she needed from the ATM.
5. What is your opinion about this school?
6. This machine will only fit in a box that is square.
7. Matthew likes to play basketball.

B. MORE COMMON REDUNDANCIES

REDUNDANCY BETTER WAY 

circle circle around 
in the event that 
new innovation 
one and the same 
shorter in length 
longer in length 
shorter in height 
taller in height 

if 

innovation (innovation means new) 
the same 
shorter 
longer 
shorter 
taller 

C. Can you find the six redundancies in the following paragraph? Underline these redun­
dancies. Then rewrite the paragraph correctly on the lines below.
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Redundancies 67D 

Name 
--------------------

Date _______ _ 

YOU SAID THAT ALREADY! 

Explanation and Exercises 

A. REDUNDANCIES: Don't say the same thing twice! Here are other common redundancies.

REDUNDANCY 

absolutely essential 
around about that time 
combine together 
cooperate together 
most unkindest 
rise up 
many in number 
completely unanimous 
first beginnings 

THE BETTER WAY 

essential 
around that time 
combine 
cooperate 
unkindest 
rise 
many 
unanimous 
beginnings 

al B. Copy each sentence on the line below, taking out the redundancies.

t 1. Mr. Hill is the most unkindest man I ever met .

� 2. Let's cooperate together to get the job done.
C1) 

ti 
£ 
g 3. Look at the smoke rising up from the chimney!
0 
CN 

@ 

4. The vote for class president was completely unanimous.

5. Carl's friends are many in number.

6. Do you know how our government had its first beginnings?

7. I can combine together all these ingredients to make a cake.

*SEE ANSWERS BELOW.

"cl){TD e cl){l?W Ol siuarpa18u1 clScll.{l ne clUlqWOJ Ul?J I . L LS8u1uu18aq 
Sl! peq iuawmaAo8 mo MOl{ MOU){ no.A oa ·9 ·Auew arn spuapJ s,pe:) -� ·snow1ueun seM

iuap1sa1d ssep JOJ aioA aq.1 ·v ·kmw1q:, aqi WOJJ 8u1sp a){ows aqi ie ){001 ·r ·auop qo! aqi
ia8 oi aie1adoo:, s,ia1 ·z ·iaw 1aAa I uew isapur){un aqi s1 nm ·1w ·1 :g asp1ax3 oi s1aMsuv



Cutting Superfluous Phrases 68A 

Name __________________ _ Date ________ _ 

CUT THAT FAT! 

Explanation and Exercises 

A. You don't want extra fat on your body. Sentences, too, are stronger and clearer without
a lot of extra words that add nothing to the meaning. Here are some examples.

TOO MUCH FAT: All things considered, I liked sixth grade a lot. 
--.. BETTER: I liked sixth grade a lot. 

TOO MUCH FAT: For the most part, Luke does well in school. 
--.. BETTER: Luke does well in school. 

TOO MUCH FAT: In a manner of speaking, Colleen is nicer than Amy. 
--.. BETTER: Colleen is nicer than Amy. 

B. Here are other phrases that are unnecessary and should be cut or shortened.

as far as I'm concerned 

at this point in time 

as a matter of fact 

due to the fact that (just say because) 

C. Can you cut out the fat in the following sentences? Write each sentence correctly on the
line below.

1. I like dogs better than cats for the most part.

2. Jennifer is not prepared for the test at this point in time.

3. I am tired due to the fact that I went to bed late last night.

4. As a matter of fact, Matt and Jimmy are both coming to the party.

5. All things considered, I think I'll stay home today.

6. In a manner of speaking, I prefer history to science.

*SEE ACTIVITY SHEET 68B FOR ANSW£RS.
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Name 

Cutting Superfluous Phrases 68B 

--------------------

Date ________ _ 

CUT THAT FAT! 

Explanation and Exerdses 

A. ANSWERS TO EXERCISE C ON ACTIVITY SHEET 68A:

1. I like dogs better than cats.
2. Jennifer is not prepared for the test.

3. I am tired because I went to bed late last night.

4. Matt and Jimmy are both coming to the party.

S. I think I'll stay home today.

6. I prefer history to science.

B. Here are other words and phrases that should usually be cut from a sentence.

so to speak 
one of the reasons that 
in my opinion 
more or less 
so very 
basically 

C. Can you cut the fat from these sentences? Write each sentence correctly on the line below.

1. One of the reasons that Max went to New York was to see his aunt.

2. In my opinion, our team needs a better coach.

3. I was so very afraid to go into the haunted house.

4. Jimmy is more or less thankful to have passed all his courses.

5. The Alonsos live in a good neighborhood, so to speak.

6. Basically, he is a good person.
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Name 

Misuse of Dependent Clauses 69A 

-------------------

Date ________ _ 

A CLAUSE IS NOT SANTA 

Explanation and Exercises 

A. DEFINITION: A clause is a group of words containing a subject and a predicate.

B. Some clauses can stand alone as sentences.

___. Mike stayed home from school today.

C. Other clauses cannot stand alone as sentences. These are called dependent or
subordinate clauses. c:: 

0 

Because he was sick. This has a subject and a verb, but it is not a sentence. The word because .g 
ril at the beginning makes it a dependent clause that cannot stand on its own. .S

There are several ways to fix this. 

____.. 1. Take out because: He was sick. 

____.. 2. Keep because and attach it to the main sentence: 
Mike stayed home from school today because he was sick. 

D. If a dependent clause is misplaced, a sentence can be confusing.

WRONG: I was sick was the reason why I didn't go to the party. 

____.. RIGHT: I didn't go to the party because I was sick. 

(Note: "the reason why" and "the reason is because" are often misused and should £
be reworded.) 

E. Rewrite each sentence correctly on the line below.

1. I was not prepared was the reason I failed the test.

2. Maria bought a new dress. Because she was going to a party.

3. I like children is the reason why I want to be a teacher.

4. The reason why I'm not ready is because I woke up late.

* ANSWERS ON ACTIVITY SHEET 69B.
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Name 

Misuse of Dependent Clauses 698

Date 
------------------- ---------

Explanation and Exerdses 

A. ANSWERS TO EXERCISE E ON ACTIVITY SHEET 69A:

1. I failed the test because I was not prepared.

2. Maria bought a new dress because she was going to a party.

3. I want to be a teacher because I like children.

4. I'm not ready because I woke up late.

B. Do not attach dependent clauses to the sentence with words that cause confusion, as in
these examples.

WRONG: 
_..RIGHT: 

Although Chita studied hard caused her to fail the test. 
Chita studied hard but she failed the test. 

WRONG: 
__.. RIGHT: 

Clara's only hope of passing is she will study even harder. 
Clara's only hope of passing is to study even harder. 

WRONG: 
_..RIGHT: 

In trying to fix the chair another leg broke. 
When I tried to fix the chair, another leg broke. 

C. Check the correct sentence in each of these groups.

1. 0 a. Although I rushed to get ready, I was late. 
0 b. Although I rushed to get ready was why I was late. 

2. O a.

0 b.

3. O a.

0 b.

4. 0 a.
Db.

5. o a.
Db.

6. 0 a.
Ob.

7. O a.

Db.

In doing Mark's homework there were difficult problems. 
There were difficult problems in Mark's homework. 

I was sick caused me to have a fever. 
I had a fever because I was sick. 

By using a new ball, our team won the game. 
By using a new ball helped our team win the game. 

Going to the beach is not a good place at this time of year. 
The beach is not a good place to go at this time of year. 

My only hope is to pass the test. 
My only hope is I will pass the test. 

Even though Pete did his best was a surprise to fail the test. 
Even though Pete did his best, he failed the test. 

*SEE ANSWERS BELOW.



Inconsistencies in Tense and Number 70A 

Name __________________ _ Date ________ _ 

THE OLD SWITCHEROO 

Explanation and Exercises 

A. Don't change tense in the middle of a sentence.

WRONG: 

_. RIGHT: 

WRONG: 

__,. RIGHT: 

I woke up at 7 A.M. and brush my teeth. 
I woke up at 7 A.M. and brushed my teeth. 

Andrea walkeq down the street and a car almost hits her. 
Andrea walked down the street and a car almost hit her. 

B. Don't change number in the midd1e of a sentence.

WRONG: 

__,. RIGHT: 

WRONG: 

__,. RIGHT: 

I like to eat candy but they sometimes make me sick . 
I like to eat candy but it sometimes makes me sick. 

If the boys listen to the teacher, she will respect him. 
If the boys listen to the teacher, she will respect them. 

C. Don't change subject in the middle of a sentence.

WRONG: 

--.. RIGHT: 

WRONG: 

__,. RIGHT: 

When you go outside, flowers are in the garden. 
When you go outside, you will see flowers in the garden. 

Luke's mom baked cookies, and cake is delicious, too. 
Luke's mom baked delicious cookies and cake. 

D. Rewrite each sentence correctly on the line below.

1. Pete walked up to the plate and the ball was hit.

2. The dog jumped on Carrie and she screams.

3. I was minding my own business when a strange thing happens.

4. If kids try their best, he will succeed.

5. Eat your food while they are still warm.

*SEE ACTIVITY SHEET 70B FOR ANSWERS.
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Inconsistencies in Tense and Number 70B 

Name __________________ _ Date ________ _ 

Additional Exerdses 

A. ANSWERS TO EXERCISE D ON ACTIVITY SHEET 70A:

1. Pete walked up to the plate and hit the ball.

2. The dog jumped on Carrie and she screamed.

3. I was minding my own business when a strange thing happened.

4. If kids try their best, they will succeed.

4. Eat your food while it is still warm.

B. CONSISTENCY: Do not change tense, number, or subject in the middle of a sentence.

C. Check the correct sentence in each group.

1. D a. 
Db. 

2. D a.
Db.

3. D a.
Db.

4. D a.
Db.

5. D a.
Db.

6. D a.
Db.

7. D a.
Db.

8. D a.
Db.

9. D a.
Db.

Jesse went into the room and sees a weird sight. 
Jesse went into the room and saw a weird sight. 

The girls dressed and looked at themselves in the mirror. 
The girls dressed and looked at herself in the mirror. 

I eat cereal and toast for breakfast and it tastes good. 
I eat cereal and toast for breakfast and they taste good. 

As you go into the house you will see three rooms. 
As you go into the house there are three rooms. 

The boys were walking on the beach and turn to look at me. 
The boys were walking on the beach and turned to look at me. 

The band was performing and it played perfectly. 
The band was performing and they played perfectly. 

He ate a banana and threw away the skin. 
He ate a banana and throws away the skin. 

When the passengers boarded the bus, he sat at the back. 
When the passengers boarded the bus, they sat at the back. 

I walked into the room and there was my father. 
I walked into the room and there's my father. 

* ANSWERS AT THE BOTTOM OF THE PAGE. 

-e '6 'q '8 '-e 'L '-e ·9 'q ·5 '-e ·v 'q ·r '-e ·z 'q ·1 ::) aspiax3: o:i siaMsuv 



Confusing Blends 71 

Name __________________ _ Date ________ _ 

DON'T PUT ME INTO A BLENDER! 

Explanation and Exercises 

A. EXPLANATION: Do you ever blend two words or phrases into one word or phrase that
is not correct?

Some examples of confusing blends are 

irregardless-This is an incorrect blend of regardless and irrespective. 

WRONG: Irregardless of what you say, I won't go. 
� RIGHT: Regardless of what you say, I won't go. 

despite of-This is an incorrect blend of in spite of and despite. 

WRONG: 

�RIGHT: 

Mark did not succeed despite of his hard work. 
Mark did not succeed despite his hard work. 

where at-This is an incorrect blend of where and at. 

WRONG: 

�RIGHT: 

Where does Amy live at? 
Where does Amy live? 

where in-This is an incorrect blend of where and in. 

WRONG: 

�RIGHT: 

This is the town where I Jive in. 
This is the town in which I live. OR

This is the town where I live. 

D. Rewrite each sentence correctly on the line below.

1. Despite of what you say, I refuse to go.

2. That is the hotel where I stay at every summer.

3. I'm going to tell the truth irregardless of the consequences.

4. Is that the house where you live in?

5. We're going away for the weekend despite of the bad weather.

*SEE ANSWERS BELOW.
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Section Six 

PARAGRAPH HELP 

TEACHER'S GUIDE­

ALPHABETICAL LIST OF PARAGRAPH PROBLEMS 

AND RELEVANT EXERCISES 

Here is a list of the sentence problems addressed in this section and the relevant 
exercises. 

PARAGRAPH PROBLEM 

Changing the Subject 

Concluding Sentence 

Consistency of Tense 

Consistency of Pronoun 

Irrelevant Details 

Organizing a Paragraph 

Sentence Order 

Sentence Variety: Clauses 

Sentence Variety: Questions, Etc. 

Sentence Variety: Too Long 

Sentence Variety: Too Short 

Topic Sentence 

Transitions 

183 

ACTIVITY NUMBER 

83A,B 

74A, B 

76A, B 

77A, B, C 

84A,B,C,D 

75A, B, C 

72A, B, C 

80A,B,C 

81A, B, C 

79A, B, C 

78A, B, C 

73A, B, C 

82A,B,C 



Name 
--------------------

Sentence Order 72A 

Date 

MIX AND MATCH 

Explanation and Exerdses 

---------

A. A paragraph is like a very short story. It has a beginning, middle, and end.

---.. The beginning sentence introduces the story and is called the topic sentence.
--.. The middle sentences tell the story in logical order. 
--.. The last sentence brings the story to an end and is called the concluding sentence. 

B. SCRAMBLED PARAGRAPH: The six sentences below can be combined into one para-
§ graph. But they are not in the correct order! Can you unscramble them and copy them in the
� 
� right order into a paragraph? The topic sentence should come first, the concluding sentence
� last, and the other four sentences in a logical order between them .
. s 

'1j 

.2l 

.2l 
� 

Q 

Q) 

E 
0 
0 
0 

IQ) 

1. I named the puppy Max, and I know we'll be great friends.

2. I looked inside, and there was a little puppy, wagging its tail.

3. That was one birthday I'll never forget.

4. When I woke up in the morning, I saw a box in the corner of my room .

5. Last week, I had the best birthday ever.

6. It was what I wanted more than anything else.

Write the paragraph on the lines below. 

* ANSWER ON ACTIVITY SHEET 72B. 



Name 

Sentence Order 72B 

-------------------

Date ________ _ 

SCRAMBLED PARAGRAPHS 

Additional Exerdses 

A. ANSWER TO EXERCISE B ON ACTIVITY SHEET 72A:

Last week, I had the best birthday ever. When I woke up in the 
morning, I saw a box in the corner of my room. I looked inside, and 
there was a little puppy, wagging its tail. It was what I wanted more 
than anything else. I named the puppy Max, and I know we'll be great 
friends. That was one birthday I'll never forget. 

B. ANOTHER SCRAMBLED PARAGRAPH: The six sentences below can be combined
into one paragraph. But they are not in the right order! Can you unscramble them and copy
them in the right order to form a paragraph? The topic sentence should come first, the con­
cluding sentence last, and the other four sentences in a logical order between them.

1. Mike was chosen for his intelligence, character, and health.

2. Mike was a passenger on the first voyage from Earth to Venus.

3. That trip made Mike famous.

4. They wanted to test the effect of space travel on children.

5. There was a nationwide search that lasted two months.

6. NASA had decided to send one twelve-year-old.

Write the paragraph on the lines below. 

* ANSWER ON ACTIVITY SHEET 72C.
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Sentence Order 72C 

Name ___________________ _ Date ________ _ 

Another Ex.erdse 

A. ANSWER TO EXERCISE B ON ACTIVITY SHEET 72B:

Mike was a passenger on the first voyage from Earth to Venus. NASA 
had decided to send one twelve-year-old. They wanted to test the effect of 
space travel on children. There was a nationwide search that lasted two 
months. Mike was chosen for his intelligence, character, and health. That 
trip made Mike famous. 

B. ANOTHER SCRAMBLED PARAGRAPH: The six sentences below can be combined
into one paragraph. But they are not in the right order! Can you unscramble them and copy
them in the right order into a paragraph? The topic sentence should come first, the con­
cluding sentence last, and the other four sentences in a logical order between them.

1. Then I go out trick-or-treating.
2. Halloween is my favorite holiday.
3. This year I was a pirate.
4. The best part of Halloween is eating all that candy.
S. First, I put on my costume.
6. It's fun to go from house to house getting treats.

Write the paragraph on the lines below. 

*SEE THE ANSWER BELOW.
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Topic Sentence 73A 

Name _________________ _ Date ________ _ 

WHAT'S IT ALL ABOUT? 

Explanation and Exerdses 

A. DEFINITION: A topic sentence tells what the paragraph is about. It is usually the first sen­
tence of a paragraph. The rest of the paragraph develops the theme stated in !re topic sentence.

B. PURPOSE: A topic sentence has two purposes.

-. 1. It helps the readers by telling them what the paragraph is about. 

-. 2. It helps the writer by focusing attention on the main subject, and keeps the writer 
from wandering off the topic. 

C. FIND THE TOPIC SENTENCE: In the following paragraph, the topic sentence is hid­
den in the middle of the paragraph. Find the topic sentence and circle it. Then write a para­
graph of your own that uses the same topic sentence.

L(i!\s+- ye(i!\v, I tM(i!\J.e Hwee New Ye(i!\v's vesoh ... Ho\\S. I 
J.iJ.\\1+- IM(i!\\\(11\�e +-o sHc\:. +-o (11\\\Y o-P +-hetM. New Ye(i!\v's 
vesoh ... Ho\\S (11\ve h(i!\vJ. +-o \:.eep. This ye"'-v, I pl(:!\\\ +-o IM(i!\\:.e 
O\\ly O\\e. I vesolve \\evev +-o IM(i!\\:.e (11\\\o+-hev New Ye"'-v's 
vesoh ... Ho\\. Tu"'-+- shol.\lJ. +-(11\\:.e c(i!\ve o-P +-he vesoll.\HO\\ 
pvobletM O\\ce (11\\\J. .Pov (11\11. 

You should have circled "New Year's resolutions are hard to keep." The first sentence in this 
paragraph is not the topic sentence because it refers only to last year's resolutions, while the 
rest of the paragraph goes on to talk about this year, too. 

Now, write the same topic sentence-New Year's resolutions are hard to keep-below, and 
write your own paragraph to go with this topic sentence. 

, 

) 

) 
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Topic Sentence 73B 

Name 
-------------------

Date ________ _ 

"l.&TII .l"T'IC' T'T' 4 TT .t. �-TT,....,. 
WW .a..a..l"-.1. .J .I. .I. ftLL ftDU \J • ! 

Additional Exerdses and Paragraph Dra� 

A. Can you find the topic sentence that is hidden inside the following paragraph? Circle the
topic sentence and copy it on the lines below. Then write your own paragraph using the same
topic sentence.

Evev-yo\\e wO\S h"'PPY whe\\ we wo\\ the ope\\l\\' '°'11\\e o-P
+-he seO\SO\\. The seco\\� '°'11\\e wO\S °' he°'v+ bve°'\c.ev th°'t 
we lost by jl.\St O\\e poi\\t. The seO\SO\\ th°'+- jl.\st e\\�e� wO\S 
the wovst l\\ OL\v te0\ll'\1S histov-y. Whe\\ ol.\v best pitchev bvo\c.e 
his c:,\vll'\, we �l�\\'t wi\\ O\\e 11\\ove '°'11\\e. 

Did you circle "The season that just ended was the worst in our team's history." This is the 
topic sentence. Copy this topic sentence on the lines below. Then write your own paragraph 
using the same topic sentence. 

B. Choose one of the following topic sentences to use in writing a paragraph, and check the
box you have chosen.

□ 1. March was the worst month of my life.

□ 2. It's easy to make a healthful salad.

□ 3. There are three things that I always look for in a friend.

□ 4. I really like my English teacher this year.

C. FIRST DRAFT: Write a paragraph below that begins with the topic sentence you have
checked. You should have at least four additional sentences. This is just a first draft, so don't
worry about spelling or grammar. Just concentrate on getting down your ideas.



Name 
-------------------

Topic Sentence 73C 

Date 
---------

WHAT'S IT ALL ABOUT? 

Writing a Paragraph-Final Copy 

A. Revise the paragraph draft you wrote for Exercise C on Activity Sheet 73B, using the fol­
lowing guidelines:

1. Does the first sentence introduce the subject? Can you think of any way to make it more
interesting?

2. Do the following sentences give facts or details about this topic?

3. Does the last sentence conclude the "story" of the paragraph?

4. Are all your sentences complete? Do subjects and verbs agree?

5. Should any words or phrases be changed to make your writing clearer or more under­
standable to the reader?

6. Check your spelling with a dictionary.

B. Write a final copy of your paragraph on the lines below. Try to make it as perfect and
interesting as you can. (Indent at the beginning.)

) 

) 

) 

) 

, 



Concluding Sentence 7 4A 

Name __________________ _ Date ________ _ 

�TTU TT TTDf 
t,.,,,I '-' .1.Y.&. .a.& ""'.a • 

Explanation and Exerdses 

A. EXPLANATION: The concluding (last) sentence in a paragraph is often used to sum up
the topic, as in the following example:

'501Me i\\tev-esH\\8 people live O\\ IMY si-v-eet. The 
R"'-\\J.oses \\e,ct J.oov- h"'ve +-v"'veleJ. "'n ovev- the wov-lJ. 
"'-\\J. tell 8v-e"'t stov-ies "'bol.\t the pl"'ces they h"'ve see\\. 
J"'\:.e 'Siscoe, whose P"'-v-e\\ts live J.ow\\ the bloc\:., pl"'ys pv-o 
.Pootb"'ll· '501MeH1MeS J"'\:.e stops by to S"'-Y hello to l.\S whe\\ 
he is visiH\\8· olJ. t--\v-s. o'Gv-"'J.y "'cv-oss the si-v-eet is "'-\\ 
"'"thov-, "'-\\J. I've see\\ hev- boo\:.s i\\ the libv-"'ry. Yes, 
t--\"'lcol1M Pl"'ce is \\Ot "'-\\ ov-J.i�"'V"Y si-v-eet. 

Notice how the concluding sentence, Yes, Malcolm Place is not an ordinary street, sums up the 
topic "Some interesting people live on my street." 

B. Add a concluding sentence to each of the following paragraphs:

1. Marla had fun decorating her room in the new house. The bed and dresser are dark oak.
There is a big lamp with the figure of a ballet dancer on the table. Marla chose a blue rug
for the floor and blue-flowered curtains at the windows.

2. Everyone in Ricky's family is talented. His mother and father are musicians. His brother,
Sam, sings with a rap group. Rita, his sister, is an actress, and Ricky excels in drawing.

*SEE ANSWERS BELOW.
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Concluding Sentence 7 4B

Name ________________ _ Date _______ _ 

SUM IT UP! 

Additional Exercises 

A. Write a concluding sentence for the following paragraph:

I' J. vO\tli\ev li\O\ve 0\ CO\t tl-\0\\\ c:,i. J.cei. CO\ts O\ve eO\Sy tc CO\ve .Pcv. 
They J.c\\'t l-\0\ve tc be wO\\�eJ.. Tuey O\lwO\ys �eer tli\e1MSelves 
vevy deO\\\. They \\eVev IMO\�e 0\ v0t.c�e+- \:.,O\v�'i\\8 c,v jlAIMP <'\\ 8lAests. 

B. Write a paragraph for each of the concluding sentences below. (Each paragraph should
contain at least five sentences.)

1. ----------------------------

Thal wa& a trip lhal I'll never forget! 

2. ----------------------------

) 

l 

) 

) 

) 
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Name 

Organizing a Paragraph 7 5A 

Date 
------------------ ---------

TR�PADACDADU�TODV 
- -.-.� ._ .._ -..a....._ a. '-Ml .&.'-l. a..& .a.a. 1,,.,1 .A. '-.I .a:..._ A 

Prewriting 

A. DEFINITION: What is a paragraph? It is like a story, with a beginning, middle, and end.
The first sentence states what the story is about. The sentences that follow tell the details of
the story. The last sentence provides an ending to the story.

B. EXAMPLE: Here is an example of how a paragraph can be organized.

___,._ 1. First Sentence: If I could change one thing about myself, it would be my size. This is the 
beginning of the story. It states the subject. 

___,._ 2. Middle: Three or four sentences follow to tell details. Here are some of the details that 
could be included. (These are not in sentence form, just briefly noted.) 

shortest person in class 
always been short 

lots of friends despite size 
doesn't like to have to look up to everyone 

___,._ 3. Last Sentence: The last sentence should bring the subject to a conclusion, as Maybe 
I'll have a growth spurt some day and no longer be a II shorty." 

4. The completed paragraph might look like this:

I.P I cev.\J. cl--\"'-�Be e�e i-l-\i�B ""bet.\i- iMysel-P, ii- wet.\lJ. be IMY siz.e.
l'IM i-l-\e sl--\evi-esi- pevse� i� IMY cl"'-SS. I've "'-lw"'-ys bee� sl--\evi-. -rl-\is 
J.ees �ei- "'-.P.Peci- IMY seci"'-1 li.Pe. I V\"'-Ve lets e.P .Pvie�J.s, "'-�J. evevy­
e�e li�es IMe. Ii- wet.\lJ. be �ice, l--\ewevev, �ei- V\"'-Vi�B i-e lee� '-'P i-e "'-11 
i-l--\e ei-l--\ev peeple i� i-l--\e wevlJ.. t-'\"'-ybe I'll V\"'-Ve "'- Bvewi-l-\ spt.\vi- se1Me 
J."'-Y "'-�J. �e le�Bev be "'- ''sl--\evry." 

C. You are going to write a paragraph on the same topic. What is one thing you would like
to change about yourself? It will be easy to do if you first complete this brainstorming list.

BRAINSTORMING LIST 

1. Beginning: Introduce the topic in your first sentence. Try to make the begin­
ning as interesting as possible. Write your first sentence below:

2. Middle: List three or four details about your subject. You don't have to put
these in sentences yet. Just jot down a short phrase for each.

(1)

(2)

(3)

3. End: Write a concluding sentence here to sum up your ideas.



Name 

Organizing a Paragraph 7 5B 

-------------------

Date ________ _ 

THE PARAGRAPH STORY 

Writing a First Dra� 

A. You are going to write a paragraph about one thing you'd like to change about yourself.
It will be easy to do if you keep handy the brainstorming list you prepared in Activity 75A.
You just have to follow these three steps.

_.. 1. Beginning: Copy the first sentence you prepared for the brainstorming list. (If you 
think of a better beginning, you can change it.) 

_.. 2. Middle: Follow the list you have already prepared. Put each detail into a complete 
sentence. You might need more than one sentence for some of these details. You 
should have at least three or four sentences in the middle. 

_.. 3. End: Copy the concluding sentence from your brainstorming list. You can change it 
if a better ending has occurred to you. 

B. WRITE A PARAGRAPH: Follow the directions above, and write your complete para­
graph on the lines below. This is just a first draft, so don't be concerned about spelling or
grammar. Just try to get your thoughts down on paper. (Indent at the beginning of the para­
graph.)

) 

) 

) 

) 

) 
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Organizing a Paragraph 7 SC 

Name __________________ _ Date ________ _ 

Revising and Writing a Final Copy 

A. Edit and revise the paragraph you wrote for Activity 75B, using the following guidelines:

1. Does the first sentence introduce the subject? Can you think of any
way to make it more interesting?

2. Do you have at least three or four middle sentences giving details? Is
there any interesting or important fact you would like to add?

3. Does the last sentence conclude the "story" of the paragraph?

4. Are your sentences complete? Do subjects and verbs agree?

5. Should any words or phrases be changed to make your writing clear­
er or more understandable to the reader?

6. Check your spelling with a dictionary.

B. Write a final copy of your paragraph on the lines below. Try to make it as perfect and as
interesting as you can. (Indent at the beginning.)

(If you wish, you can make up a title, and write it on the first line.) 



Consistency of Tense 7 6A 

Name __________________ _ Date ________ _ 

NO SWITCHING ALLOWED 

Explanation and Exerdses 

A. RULE: Do not switch tenses in the middle of a paragraph unless there is a good reason
for doing so.

WRONG: 

___.. RIG HT: 

Manny likes his science teacher. Mr. McLean is tall and thin, with 
a neat red beard. He explains lessons clearly. He was always calm 
and patient. Manny thinks that Mr. McLean is the best teacher in 
the school. 

Manny likes his science teacher. Mr. McLean is tall and thin, 
with a neat red beard. He explains lessons clearly. He is always 
calm and patient. Manny thinks that Mr. McLean is the best 
teacher in the school. 

B. Each paragraph below switches tenses in the middle. Underline the sentence where this
incorrect switch occurs.

1. Last week, I flew in an airplane for the first time. My mom and I had to travel to Atlanta
to visit her aunt. I was a little scared when the plane first took off. Once we were in the
air, however, I am perfectly calm. It was a great trip.

2. I have a pen pal in England. His name is Jamie, and he lives in a city called Leeds. He is
the same age as me. We wrote to each other about three times a year. It's fun to corre­
spond with someone in another country.

3. My best friend is Rosa Gomez. She is very pretty. She has long, curly, black hair and big
brown eyes. Rosa and I had a lot in common. We both love music and spend a lot of
time listening to our cd's . We like to shop, too. I'm lucky to have a friend like Rosa.

*ANSWERS ON ACTIVITY SHEET 76B.
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Consistency of Tense 7 6B

Name __________________ _ Date ________ _ 

NO SWITCHING AT�T,OWF.n 

Explanation and Exerdses 

A. ANSWERS TO EXERCISE B ON ACTIVIl'Y SHEET 76A:

You should have underlined the following sentences in each paragraph: 

1. Once we were in the air, however, I am perfectly calm.

2. We wrote to each other about three times a year.

3. Rosa and I had a lot in common.

B. You may switch tenses in the middle of a paragraph if there is a good reason, as in this
example:

I li.\:.e CCI.IMP °' let tl-\'is Sl.\1M1Mev. Tl-\e ccl.\�selcvs e,1.ve �'ice e,1.�t.A 
tl-\e ctl-\ev \:'it.As owe .Pl.\�. Le,1.st yee,1.v, I we,1.s �ct l-\e,1.ppy 'beCO\l.\Se I 
t.A'it.A �ct l-\e,1.ve °'�Y .Pv-'ie�t.As. Tl-\'is yee,1.v, I l-\e,1.ve lets c.P .Pv'ie�t.As. I 
8lAess tl-\e,1.t's wl-\y I li.\:.e 'it sc IMl.\CV\ �cw. 

(Note: Even though the rest of the paragraph is in the present tense, the third sentence 
is in the past tense because it talks about a past event.) 

C. Both paragraphs below switch tense in the middle.

In each paragraph, underline the sentence that switches tenses. Put a check next to the para­
graph that switches tenses correctly. 

1. We had an unexpected visitor last night. The doorbell rang at 9 o'clock. It was my Uncle
Bill. We had not seen Uncle Bill in two years, but I recognized him right away. He
hugged and kissed everybody. He was a welcome sight. I hope we see more of Uncle Bill
from now on.

2. I like to go to my grandparent's house. They live in the next town, and we visit them
once a week. Grandma always bakes oatmeal raisin cookies and lets me eat as many as I
want. Grandpa never got tired of playing card games with me. I wish we could go there
every day.

*SEE ANSWERS BELOW.
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Name 

Consistency of Pronoun 77 A 

------------------ Date 

EITHER YOU OR I 

Explanation and Exerdses 

---------

A. RULE: When using pronouns, try to remain consistently in the same case.

Examples:

WRONG: -r\.-\e Rv.\\o,.wo,.y Do8 is O\\e o-P IMY �o,.vovite 'books. I lASv.o,.lly 
like s½-ovi.es o,.\;,cv.t 01.\\i1Mo,.ls, bv.t t\,\i.s C\\e is eve\\ be½-½-ev ½-\,\o,.\\ 
IMOs½-. 'fcv. CO\\\ vee,i.\ly v.\\J.evs½-o,.\\J. l.-\ow t\,\i.s J.08 t\,\i.\\ks O\\\J. 
�eels. Wl.-\e\\ I ce,i.1Me to +-l.-\e e\\J., I wOI.S sovvy it wO\S ovev. 

(In most of this paragraph, the pronoun "I" is used. In the third sentence, it suddenly 
becomes 11You. 11 This is incorrect. This sentence should be changed to, "I can really understand 
how this dog thinks and feels.") 

WRONG: 
Lo+-s o-P people cc1Me i.\\to ""'Y l)o,.J.'s jewelvy stove. 

<501MeH1Mes tl.-\ey we,i.\\¼-- +-c 'bv.y vi\\8S cv wo,.tc�es. <501Me people 
'bvi.\\8 tl.-\i\\8S tl.-\e,i.t \\eeJ. to 'be vepo,.i.veJ.. 'fcv. ce,i.\\ eve\\ cc1Me 
i\\ j1AS+- to \;,vcwse. 

(This paragraph refers to 11people" or "they." "You" is inconsistent and should not be 
used in the last sentence. This sentence could be changed to, "They can even come in just to 
browse. 11 or "People can even come in just to browse.") 

B. In each of the following paragraphs, underline the sentence that changes the pronoun
case. Then write that sentence correctly on the line below each paragraph.

1. 
I like to 80 C\\ we,i.lks wit� ""'Y cov.si\\, Al�eJ.c. 'fcv. �e,i.ve �v.\\ 

wit� Al�eJ.o. 1-\e o,.lwo,.ys \\CHces v.\\1AS1>.01.l +-�i\\8S e,i.lo\\8 tl.-\e we,i.y 
e,i.\\J. poi.\\+-s +-l.-\e""' cv.t to iMe. I le,i.v.8l.-\ o,. lo+- wl.-\e\\ l11M witl.-\ Al�eJ.c. 

(Rewrite the incorrect sentence here.) __________________ _ 

2. 
People �o,.ve �v.\\ o,.t cv.v o,.�ev-sc�col 'bOI.Se'be,i.ll 801.1Mes. 'fcv. J.o\\'t 

l.-\o,.ve to 'be "'-\\ e,cpev½- ple,i.yev to l.-\o,.ve o,. 8ccJ. HIMe. All kiJ.s 01.\\J. 
po,.ve\\+-s o,.ve welco1Me to cc1Me o,.\\J. plo,.y cv jv.st we,i.tck 

(Rewrite the incorrect sentence here.) __________________ _ 

* ANSWERS ON ACTIVITY SHEET 77B.
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Consistency of Pronoun 77B

Name __________________ _ Date ________ _ 

EITHER YOU OR I 

Paragraph-First Draft 

A. ANSWERS TO EXERCISE BON ACTIVITY SHEET 77A:

1. The incorrect sentence is, "You have fun with Alfredo." It should
be changed to, "I have fun with Alfredo." or "Alfredo is fun."

2. The incorrect sentence is, "You don't have to be an expert player
to have a good time. 11 It should be changed to, "They don't have
to be expert players to have a good time." or "It is not necessary
to be an expert player to have a good time."

B. Choose one of the following subjects for a paragraph. (Check the one you have chosen.)

0 1. The Best Friend I Ever Had 

0 2. Where I'd Like To Be Next Year 

0 3. My Worst Enemy 

0 4. Last Month's Worst Moment 

C. Write a topic sentence for your paragraph below.

D. Next, write a first draft of the rest of your paragraph. This is just a first draft, so just con­
centrate on getting down your thoughts. (You should have at least four sentences in your
paragraph in addition to the topic sentence.) Be sure that your use of pronouns is consistent.



Name 

Consistency of Pronoun 77C 

--------------------

Date ________ _ 

EITHER YOU OR I 

Paragraph-Writing a Final Copy 

A. Read the paragraph you wrote on Activity 77B and think about ways to make it better.
Here are some things you can consider to improve it. (Do all your corrections-crossing out,
adding words, and so on-right on the first draft.)

1. Did your first sentence (topic sentence) tell what the paragraph is
about?

2. Can you make that first sentence more interesting so the reader will
want to continue?

3. Does the body of the paragraph tell details about the topic? Is there
any sentence that is not clear? If so, fix it.

4. Does the final sentence conclude the topic? Perhaps you need an
additional sentence to accomplish this-if so, add it now.

5. Are your pronouns consistent throughout the paragraph? If there
are any inconsistent pronouns, change them now.

6. Are your sentences all complete? Do subjects and verbs agree?

7. Have you checked the dictionary for the correct spelling of words
you may be unsure of?

B. When your paragraph is as perfect as you can make it, write your final copy below.
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Name 

Sentence Variety: Too Short 78A 

-------------------
Date 

---------

CHOP! CHOP! 

Explanation and Exercises 

A. WHAT'S WRONG WITH SHORT SENTENCES?

Nothing is wrong with short sentences. They can be clear and snappy and easy to read. All 
short sentences in a paragraph, however, can make the paragraph seem awkward and choppy. 

CHOPPY: 

BETTER: 

Personal computers are good. Every kid should have his own. 
They are useful for homework. They are good for research. 
They have e-mail, too. There are many good computer games. 
Computers are useful. They are fun. 

Every kid should have his own personal computer. They are useful 
for homework and research. They have e-mail, too. There are many 
good computer games. Computers are useful and fun. 

There is no variety in the first paragraph. All the sentences are short, which makes it chop­
py and boring. The second paragraph keeps some of these short sentences, but combines oth­
ers. Now, there are some short sentences and also some long ones. It flows, with no choppiness. 

B. The sentences in the following paragraph are too short and choppy. Rewrite the para­
graph on the lines below. Combine and rearrange some of the sentences to make the para­
graph flow better.

I ""��'ive �y l)""�· \-\e 'is tl-\e pevsc\.\ I ""��ive tli\e �est. \-\e 
'is sc stvc"'B· \-\e Cc:,\\.\ cpe\.\ stv.c\:. w'i\.\�cws. \-\e Cc:,\\.\ �eve l-\ec:,\vy 
.Pv.v\.\itv.ve. \-\e 'is Be\.\tle, tee. Ov.v �cB, Rv.-P-P, lcves 'it wl-\e\.\ l)""� 
B'ives l-\i� "" b""tl-\. l)""� is li\c\.\est. 1-\e tells tl-\e tvv.H'\. \-\e 
c:,\lw""ys l-\c:,\s t'i�e tc l-\elp ctli\evs. -rl-\""t's wl-\y I ""��ive l-\i�. 

* ANSWER ON ACTIVITY SHEET 78B.



Sentence Variety: Too Short 788

Name _________________ _ Date ________ _ 

CHOP! CHOP! 

Additional Exercises 

A. ANSWER TO EXERCISE B ON ACTIVITY SHEET 78A:

There are several ways you can combine and reword sentences to make this para­
graph less choppy. Here is one suggestion: 

My Dad is the person I admire the most. He is strong enough to open stuck 
windows and move heavy furniture. He is gentle, too. Our dog, Ruff, loves it when 
Dad gives him a bath. Dad is honest and tells the truth. He always has time to help 
others. That's why I admire him. 

B. Here are two more paragraphs with short, choppy sentences. Rewrite each paragraph on the
lines below. Combine and rearrange some of the sentences to make the paragraph flow better.

I. t--\y 8VC\\\�pc,i.ve\\ts c,i.ve ce1Mi\\8 e\\ 'Sl.\\\�c,i.y. Tuey will stc,i.y .Pev Hwee
�c,i.ys. Tuey will l,..c,i.ve IMY vee1M. I�\ sleep wi½-Y\ IMY bvetl,..ev. I \eve it wl,..e\\ IMY 
8vc,i.\\�pc,i.ve\\ts ceiMe. Tuey c,i.lwc,i.ys bvi\\' pvese\\ts. Tuey plc,i.y 8c,i.1Mes wi½-Y\ 
l.\S. Tuey tc,i.ke l.\S e\\ +vips, tee. I cc,i.\\ l,..c,i.v�ly wc,i.it te see ½-Y\eiM e\\ 'Sl.\\\�c,i.y! 

2. 1-Aiy .Pc,i.vevite scl,..eel Sl.\bject is c,i.vt. I C\IM Bee� i\\ c,i.vt. I like IMY tec,i.cl,..ev.
His \\C\IMe is t--\v. A\\½-Y\e\\y. He is c,i. 8vec,i.t c,i.vtist. He �vc,i.ws pictl.\ves ½-Y\c,i.t leek 
like ½-Y\e vec,i.l ½-Y\i\\8, He Bives Bee� �ived-ie\\S. I try te .Pellew l,..is �ived-ie\\s. I 
wc,i.\\t te beceiMe c,i. Bee� c,i.vtist. I wc,i.\\t te be c,i.s 8ec6'- c,i.s 1-Aiv. A\\tl,..e\\y. 

* ANSWER ON ACTIVITY SHEET 78C.



Sentence Variety: Too Short 78C 

Name ___________________ _ Date ________ _ 

CHOP! CHOP! 

Additional Exerdses 

A. ANSWER TO EXERCISE B ON ACTIVITY SHEET 78B:

There are several ways you can combine and reword sentences to make these para­
graphs less choppy. Here is one suggestion. 

1. My grandparents are coming on Sunday and will stay for three days. They will
have my room, and I'll sleep with my brother. I love it when my grandparents
come! They always bring presents and play games with us. They take us on
trips, too. I can hardly wait to see them on Sunday.

2. My favorite school subject is art. I am good in art, and I like my teacher, Mr.
Anthony. He is a great artist and draws pictures that look like the real thing. He
gives good directions, which I try to follow. I want to become a good artist like
Mr. Anthony.

B. Here is another choppy paragraph with too many short sentences. Rewrite the paragraph
on the lines below. Combine and rearrange some of the sentences to make the paragraph flow
better.

I ""h"'"'-YS �oHce people's eyes. t--\y eyes ""ve 'ovow�. -r\A.ey O\ve 
l'i�e w.y l)""i::A's. tv'ly si.s+-ev, Je��"'-, l.-\""s 'olv.e eyes. tv'ly w.o+-l.-\ev l.-\""s 'olv.e 
eyes, +-oo. tv'ly -Pvi.e�J., -row., l.-\0\S 'ovow� eyes. -row.'s eyes O\ve .AO\v�ev 
+-l.-\""� w.i.�e. t--\y o+-l.-\ev .Pvi.e�J., J""w.i.e, l.-\"'-s l.-\""z.el eyes. -rl.-\ey sow.e­
+-i.w.es loo� �vee�. 'Sow.e people �evev �oHce eye colov. I "'-lw"'-ys .Ao. 

*SEE ANSWER BELOW.
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Sentence Variety: Too Long 79A 

Name __________________ _ Date ________ _ 

DON'T STRETCH IT OUT 

Explanation and Exerdses 

A. Long sentences are fine. However, if every sentence in a paragraph con­
sists of lengthy, complex sentences, the writing can be unclear and dull, as
in this example.

This is an example of a paragraph that contains only long sentences, with no 
short ones at all. As you can see, all these long sentences in a row makes the 
paragraph difficult to read as well as boring. A sentence that goes on and on 
for a long time with no variety in length can be difficult for the reader to fol­
low and understand. In almost all cases, a paragraph will be improved by alter­
nating long sentences with shorter ones. 

This paragraph sounds much better when short sentences are inserted, as follows: 

As you can see, this is an example of a paragraph that contains a variety of sen­
tence lengths. Some sentences, such as the beginning sentence and this one, are 
quite long. Others are short. This provides a pleasant contrast for the reader. 
Both long and short sentences are used. This kind of paragraph is easy to read. 

B. Here is another paragraph that contains too many long, stretched-out sentences. Rewrite the
paragraph on the lines below. Break up some of the long sentences into short ones to achieve variety.

'5o�e people i\\ �y .Pel\�ily J.o\\'t l.\\\J.evstel\\\J. why I so�eti�es like 
to be el\lo\\e. �y thvee bvothevs el\\\J. �y pel\ve\\ts el\Ye J.i.P.Peve\\t -Pvo� 
�e el\\\J. el\lwel\yS like to be pel\vt o.P el\ �vol.\p. I like to be with people, too, 
bl.\t I J.o\\'t wel\\\t to be with the� e,\ll the ti�e. '5o�eti�es I \\eeJ. to 
be el\lo\\e becel\l.\Se thel\t is whe\\ I Cel\\\ veel\J. ov liste\\ to �l.\sic i\\ pvivel\­
cy, which helps �e �et i\\ tol.\ch with �y i\\\\ev sel.P. I wish �y .Pel\�ily 
col.\lJ. vee,\liz.e thel\t I Cel\\\ love the� el\\\J. still wel\\\t pvivel\te ti�e. 

* ANSWER ON ACTIVITY SHEET 79B.
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Sentence Variety: Too Long 798 

Name __________________ _ Date ________ _ 

DON'T STRETCH IT OUT 

Paragraph-First Draft 

A. ANSWER TO EXERCISE B ON ACTIVITY SHEET 79A:

There are several ways you can change this paragraph to create variety 
in sentence length. Here is one suggestion. 

Some people in my family don't understand why I sometimes like 
to be alone. My three brothers and my parents are different from me. 
They always like to be part of a group. I like to be with people, too, but 
I don't want to be with them all the time. Sometimes I need to be alone. 
That is when I can read or listen to music in privacy. That helps me get 
in touch with my inner self. I wish my family could realize that I can 
love them and still want private time. 

B. You are going to write a paragraph where you can practice using a variety of sentence
lengths. First, choose one of these topic sentences.

D 1. Everyone is surprised when I say that winter is my favorite time of the year. 

D 2. My parents sometimes plan family activities that are lots of fun. 

□ 3. Last season, there was one game that I will never forget.

□ 4. There are three times during the school day that I like best.

Check the topic sentence you have chosen. Then, copy it below and complete a first
draft of your paragraph. Follow these directions. 

1. Your paragraph should contain four to six sentences.

2. Use long and short sentences.

3. This is just a first draft, so concentrate on getting your thoughts
down on paper and don't be concerned about spelling or grammar.

4. Write your paragraph below.



Sentence Variety: Too Long 79C 

Name _________________ _ Date ________ _ 

DON'T STRETCH IT OUT 

Paragraph-Revising and Writing a Final Copy 

A. Edit and revise the paragraph you wrote on activity 79B, using the following guidelines:

1. Does your paragraph have enough variety in sentence length?

2. Do you need to add more short sentences?

3. Do you need more long sentences?

4. Do you develop the topic stated in the first sentence?

S. Can you make the paragraph more interesting and fun to read?

6. Do all your subjects and verbs agree?

7. Do you indent at the beginning of the paragraph?

8. Check spelling with dictionary, if necessary.

B. Write the final copy of your paragraph below.
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Name 

Sentence Variety: Clauses 80A 

--------------------

Date _______ _ 

SIMPLE OR COMPLEX? 

Explanation and Exercises 

A. A paragraph can be improved by using a variety of sentence structures.

B. Sentences can be described by the number and type of clauses they contain, as follows:

-.. 1. A Simple Sentence has one independent clause. 

Example: I went to the circus with my uncle. 

-.. 2. A Compound Sentence contains more than one independent clause. 

Example: There was a lot of traffic along the way, but we arrived in time to see the 
opening act. 

-.. 3. A Complex Sentence has one independent clause and at least one dependent clause. 

Example: Although our seats were far back, we were able to enjoy all the exciting 
performances. 

(Note: An Independent Clause can stand alone as a sentence, like both clauses in Example 2. 

A Dependent Clause cannot stand alone as a sentence, like II Although our seats were far 
back" in Example 3.) 

C. The sentences used as examples in B can be put together to make a
paragraph that contains all three types of sentences, as follows:

I went to the circus with my uncle. There was a lot of traffic along 
the way, but we arrived in time to see the opening act. Although our seats 
were far back, we were able to enjoy all the exciting performances. 

D. Here are four sentences that can be combined into a paragraph. Under each sentence, tell
whether it is a simple, compound, or complex sentence.

1. I think that Thomas Jefferson was the greatest American leader of all time.

(Simple, Compound, or Complex?)

2. He was the third president of the United States, and he also founded the University of
Virginia.

(Simple, Compound, or Complex?)

3. Even if he had done nothing else, he will always be remembered for writing the
Declaration of Independence.

(Simple, Compound, or Complex?)

4. Our country is lucky to have had leaders like Thomas Jefferson.

(Simple, Compound, or Complex?)

* ANSWERS ON ACTIVITY SHEET 80B. 



Sentence Variety: Clauses 80B

Name ___________________ _ Date _______ _ 

SIMPLE OR COMPLEX? 

Paragraph-First Draft 

A. ANSWERS TO EXERCISE D ON ACTIVITY 80A:

1. Simple 3. Complex

2. Compound 4. Simple

B. Can you write a paragraph that contains all three types of sentences: simple, compound,
and complex? Choose one of the following topic sentences:

0 1. My career choice would be to work with computers. 

0 2. Our team won an important game last week. 

0 3. I have a new best friend. 

0 4. My mom has an interesting job. 

0 5. I saw a good movie. 

0 6. Halloween is my favorite holiday. 

C. Write the topic sentence you have chosen on the lines below. Then, complete a first draft
of the paragraph, as follows:

1. Your paragraph should have at least four sentences.

2. There should be at least one simple sentence, one compound sentence, and one complex
sentence. Remember

• a simple sentence has one independent clause.

• a compound sentence has more than one independent clause.

• a complex sentence has one independent clause and at least one dependent clause.

3. This is just a first draft, so concentrate on getting your thoughts down on paper. You can
correct the grammar and spelling later.
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Sentence Variety: Clauses SOC 

Name Date 
------------------- ---------

SIMPLE OR COMPLEX? 

Paragraph-Revising and Writing a Final Copy 

A. Edit and revise the paragraph you wrote in Activity SOB, using the following guidelines:

1. Do you begin the paragraph with the topic sentence?

2. Does the rest of the paragraph develop this topic?

3. Do you include at least one of each of these types of sentences: simple, compound, and
complex?

4. Does your final sentence sum up the topic?

5. Can you add or change anything to make the paragraph more interesting and fun to
read?

6. Do your subjects and verbs agree?

7. Do you indent at the beginning of the paragraph?

8. Check spelling with the dictionary, if necessary.

B. When your paragraph is as perfect as you can make it, write a final copy below.



Sentence Variety: Questions, Etc. 81 A 

Name _________________ _ Date ________ _ 

ASKING QUESTIONS 

Explanation and Ex.erdses 

A. Make your paragraphs more interesting and fun to read with different types of sentences.

-.. 1. Most sentences are declarative sentences. They make a statement, such as 

I am going to the zoo today. 

-.. 2. Some sentences ask questions. These can be especially useful at the beginning of a 
paragraph, as in 

Can you guess where I am going today? 

-.. 3. Some sentences are exclamations or commands. These can grab the reader's attention, 
as in 

Go to the zoo today! 

B. Rewrite the following paragraph on the lines below. Make it more interesting by chang­
ing some of the declarative sentences to questions or commands .

I thi"� th""t evevy ki&l shol.\l&l be BiVe\\ """ ""\\owt:'\\\Ce. It 
is itMpov+"""t th""t yol.\"8 people \e""v-" how to IM"'-""'-Be C"'-Sh. 
How tML\ch they ,et &lepe\\&\s o" sevev-""\ thi"BS- ABe is o\\e 
CO\\Si&levt:'\tiO\\ Si\\ce ol&lev- �i&ls L\SL\t:'\ny \\ee&\ IMOYe IMO\\ey. 
f"'-tMily i\\cotMe is l!MfOV't"t:'\\\i; too. obviol.\Sly, vlch P"'-v-e\\ts C"'-\\ 
""�ov&l to Bive biBBev- ""llowt:'\\\ces. P""v-e\\ts shol.\l&l "'\so loo� 
""t how vespo\\sible theiv �l&l is with IMO\\ey, bl.\t every �i&l 
&\esev-ves """ ""\\owt:'\\\ce, \\O IM"'-ttev how StMt:'\ll. 
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Sentence Variety: Questions, Etc. 81 B 

Name 
------------------

Date ________ _ 

ASKING QUESTIONS 

Paragraph-First Draft 

A. Here is an example of a paragraph that is made more interesting and readable by using
questions and exclamations. Notice how effective a question is at the beginning of a paragraph.

Wl-\e,i.t's tl-\e best we,i.y to lose "" -Pvi.e\\ol.? <Se,i.ol. to S"'-'/, I 
lee,i.v\\eol. tl-\e "'-\\Swev to tl-\e,i.t ql.\estio\\ wl-\e\\ ""''I best -Pvi.e\\ol., 
ki.lM, ol.l.\1Mfe� IMe. t)o yol.\ \:\\ow tl-\e wovst pe,i.v+ o-P tl-\e wl-\ole 
tl-\i.\\B? It we,i.s ""''I ow\\ .Pe,i.l.\lH I too\: Ol.\v -Pvi.e\\�sl-\i.p too IMl.\cl-\ .Pov 
Bv"'-\\te�. I cvi.tici.z.eol. l-\ev clotl-\es e,i.\\ol. eve\\ bvo\:e e,i.ppoi.\\r­
lMe\\ts wi.tl-\ l-\ev wl-\e\\ so1Metl-\i.\\B bettev ce,i.1Me l.\f>. Now, ki.lM i.s 
BO\\e. <So, lee,i.v\\ -Pv-01M ""''I 1Miste,i.\:e. Be Boo� to yol.\v -Pvi.e\\ol.s! 

B. Choose one of the following topics to write a paragraph:

0 1. My Favorite Sport 

0 2. A Walk in the Snow 

0 3. My Favorite TV Show 

0 4. A Place I'd Like to Visit 

0 5. A Description of My Room 

C. Check the topic you have chosen. Then write a first draft of a paragraph, using the fol­
lowing guidelines:

1. Your paragraph should have at least five sentences.

2. Include one sentence that asks a question and one exclamation.

3. Your topic sentence should indicate the subject (even if that sentence is in the form of
a question).

4. This is a first draft, so concentrate on getting your thoughts down on paper. You can cor­
rect grammar and spelling later.



Sentence Variety: Questions, Etc. 81 C 

Name 
-------------------

Date ________ _ 

ASKING QUESTIONS 

Paragraph-Revising and Writing a Final Copy 

A. Edit and revise the paragraph you wrote in activity 81B, using the following guidelines:

1. Do you begin the paragraph with a topic sentence?

2. Does the rest of the paragraph develop this topic?

3. Does your final sentence sum up the topic?

4. Do you include one sentence that asks a question?

5. Do you include one sentence that is a command or exclamation?

6. Can you add or change anything to make the paragraph clearer or more inter-
esting?

7. Do your subjects and verbs agree?

8. Do you indent at the beginning of the paragraph?

9. Check spelling with a dictionary, if necessary.

B. When your paragraph is as perfect as you can make it, write a final copy below. (If you
wish, you can write a title on the first line.)
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Transitions 82A 

Name Date 
----------------------------

MAKING A CONNECTION 

Explanation and Exerdses 

A. DEFINING TRANSITIONAL WORDS: A paragraph must flow smoothly. The message
must be clear to the reader. If the paragraph jumps from one idea or thought to another with­
out any sort of connection, the reader can get confused and be turned off. Here is what a
paragraph can look like if the thoughts are not connected properly.

I 01.�1Mi.ve Cl.\\� vespec+ IMY lJ\\de DOI.Ve. He is Cl.\\ i.1Mpovt01.\\t 
IMO\\\ wi.tli\ Cl.\\ i1Mpovt01.\\t jo'b. He oi.lw01.ys V\O\S HIMe to pl01.y wi.tli\ 
tli\e ki.�s. He i.s p01.He\\t Cl.\\� V\OI.S t01.lA8li\t 1Me li\ow to �o lots o.P 
tli\i\\8S well. He i.s \\Ot rev.Pee+ Cl.\\� V\OI.S so1Me .P01.l.\lts. He i.s o-Pte\\ 
l01.te Cl.\\� so1Meti.1Mes �oes\\'t eve\\ sli\ow l.\f>. I Hke V\\de DOI.Ve 
'bettev tl-\01.\\ 01.\\yo\\e else t.\\ IMY .P01.1Mi.ly. 

Now, see how this paragraph can be improved by using some transitional (connecting) 
words and phrases (These are underlined.) 

I 01.�1Mi.ve Cl.\\� vespec+ IMY lJ\\de D01.ve. Altli\olAe,li\ li\e i.s Cl.\\ 

i.1Mpov+01.\\t IMO\\\ wi.tli\ Cl.\\ i.1Mpovt01.\\t jo'b, li\e 01.lw01.ys V\O\S ti.1Me to 
pl01.y wi.tli\ tli\e ki.�s. He i.s p01.He\\t Cl.\\� V\OI.S t01.lA8li\t 1Me li\ow to �o 
lots o.P tli\i.\\8S wen. o.P COl,\vSe, li\e i.s \\Ot rev.Pee+ Cl.\\� V\OI.S SOIMe 
.P01.l.\lts. Fov e>e01.1Mple, li\e i.s o.Pte\\ l01.te Cl.\\� so1Meti.1Mes �oes\\'t 
eve\\ sli\ow lAp. Nevev+li\eless, I Hke lJ\\de DOI.Ve 'bettev tl-\01.\\ 01.\\y­
o\\e else t.\\ IMY .P01.1Mi.ly. 

B. Here are some common transitional words and phrases.

also, besides, in addition, in the first place, moreover, still, too, in the same way, 
likewise, naturally, of course, certainly, in fact, although, at the same time, even 
so, however, in spite of, instead, nevertheless, on the other hand, otherwise, 
regardless, but, after all, for example, for instance, that is, all in all, finally, in 
other words, on the whole, that is, therefore, after a while, as long as, at last, at 
that time, eventually, meanwhile, next, now, since, soon 

C. Practice using transitional words. Write five sentences below. Use a transitional word or
phrase in each sentence.

1. -------------------------------

2. -------------------------------

3. -------------------------------

4. -------------------------------

5.



Transitions 82B 

Name _________________ _ Date ________ _ 

MAKING A CONNECTION 

Explanation and Exercises 

A. The thoughts and ideas in a paragraph can be awkward and unclear if they are not con­
nected smoothly. Here is a paragraph that suffers from unconnected ideas.

I o,.\wo,.ys wi.s\t\e� I cov.l� V\c::i\Ve o,. �08. t-\y 1Mot\t\ev- \\eVev- Wc::i\'rl.te� 
O\\e. S\t\e CV\01.\\8e� \t\ev- IMl\\�. -r\,\e w\t\de .Pc:,\1Mi.ly vi.si.te� t\t\e 01.\\t1Mo,.l 
s\t\eltev. -r\,\ey \t\o,.� c::i\ll \:.i...,.�s o.P �68S. I so,.w o,. \o,.v-8e s\t\ep\t\ev-� I 
li.\:.e�. t-\01M so,.i� t\t\o,.t oi. S1Mo,.ll �"8 wov.l� be bettev. It too\:. o,. lo'rl.8 
+-i.1Me .Pov- evev-yo'rl.e to c::i\8v-ee O\\ c::i\ c\t\oi.ce. We pk\:.e� o,. cv.te tevvi.­
ev- pv.p o,.\\� \\01.1Me� \t\i.1M Scotty. I V\o,.� t\t\e �<'8 I oi.lwoi.ys woi.\\te�. 

Rewrite this paragraph on the lines below, using transitional words and phrases where neces­
sary to make it clearer and smoother. (Refer to the list of transitional words on Activity Sheet 82A.) 

* ANSWER ON ACTIVITY SHEET 82C.

B. Here is another paragraph that needs some transitional words to make it more clear.
Rewrite the paragraph on the lines below, adding transition words where necessary .

Ho,.ve yov. evev see\\ IMY bvc,tli\ev's v<:io1M? Hi.s c\c,t\t\es oi.ve o,.\\ 
ovev t\t\e be� OI.\\� .P\oc,v. He \t\oi.s � \t\o,.1Mpev. 1-\e �oes..,.'t seelM to 
v.se i.t. His boo\:.s oi.\\� po,.pevs c:,\v-e scoi.tteve� o,.v<:iv.'rl.�. I �c,..,.'t see 
\t\ow \t\e coi.\\ .Pi.\\� oi.\\yt\t\i.'rl.8· 1-\e soi.ys t\t\o,.t \t\e \:.\\ows w\t\eve evev-y­
t\t\i.'rl.8 i.s. I cov.\�..,_'t li.ve t\t\o,.t woi.y. W\t\�t o,. 1Mess! 

* ANSWER ON ACTIVITY SHEET 82C.
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Name 

Transitions 82C 

Date 
------------------- ---------

MAKING A CONNECTION 

Additional Exerdses 

A. Answers to Exercises B and C on Activity Sheet 82B: Here are some suggestions for improv­
ing these paragraphs using transitional words. (Added transitional words are underlined.)

A. I "'-h-""'-YS wishec:A I cov.\J. h""ve "" J.o�, \,v.t \Ao\Y \Ao\othev- \\evev­
wt:'l.\\tec:A o\\e. -StAc:Ac:Ae\\ly, she ch"'-\\�eJ. hev- \Ao\i\\c:A. -r1-\e whole .P"'-\Ao\i­
ly visitec:A the "'-\\i\Ao\"'-l sheltev- whev-e they hM ""n ki\\c:As o-P c:Ao�s. I 
St:'l.w "" l""v-�e shephevJ. I li.kec:A. Howevev-, t--\o\Ao\ St:'1.ic:A th"'-t "" S\Ao\"'-ll 
c:Ao� wotAlc:A \,e \,ettev-. It took "" lo\\� ½-t\Ao\e .Pov- evevyo\\e to ""�v-ee 
O\\ "" choi.ce. R\\"'-lly, we pickec:A "" cv.te te"iev pv.p "'-\\c:A \\t:'1.\Ao\ec:A 
hi\Ao\ -Scotty. At l"'-St I hM the c:Ao� I ""lw""ys wt:'l.\\tec:A. 

B. H""ve yov. evev see\\ \Ao\Y \,v-othev-'s v-oo\Ao\? Hi.s clothes ""v-e
""ll ovev- the \,ec:A t:'l.\\d. .Ploov-. Eve\\ thov.�h he h""s "" h"'-\Ao\Fev, he
J.oes\\1t see\Ao\ to v.se it. His \,ooks "'-\\c:A P"'-rev-s ""v-e sc""ttev-eJ.
t:'1.V'Ol.\\\c:A ""\so. I c:Ao\\'t see how he Ct:'\.\\ .Pi\\c:A "'-\\ythi\\�, ""lthov.�h he
S"'-YS th""t he k\\ows whev-e evevythi.\\� is. Cev-t"'-i.\\ly I cotAlc:A\\'t live
th"'-t w"'-Y· Wh""t "" \Ao\ess!

g B. Fill in the blank spaces in the following paragraphs with transitional words or phrases.
0 
(N 

@ 

1. There are some things I wish I could change about my appearance . ____ _, I
don't like the color of my hair. ----� I think it is too frizzy.
there are my eyes. They are too close together. ----� there is nothing I can do
about that. ____ _, I am going to begin wearing more stylish clothes. Maybe I'll
be able to make myself over.

2. I did four stupid things yesterday. _____ , I stopped to play with Mrs. Murphy's
_____ I left my science homework home.cat and was late to school. 

____ _, I was caught chewing gum during English class. ____ _, I spilled
coke all over my new jeans during lunch. _____ it was a bad day.

*SEE ANSWERS BELOW.
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Changing the Subject 83A

Name _________________ _ Date ________ _ 

KEEP YOUR EYE ON THE BALL! 

Explanation and Exerdses 

A. CHANGING THE SUBJECT: Your topic sentence states the sub­
ject. If you suddenly change the subject, the paragraph becomes dis­
jointed and confusing, as in this example.

1-\t:'I.Ve yo1>. evev 'oee\\ i\\ "" V\t:'1.l>.\\teJ.. l-\01>.se? I Wt:'I.S, l""st 
1-\t:'l.llowee\\, wl--.e\\ ""'Y .Pvie\\J.., Cll\1>.c\:., J..t:'l.veJ.. 1Me to 80 i\\to tll\e 
olJ.., e1Mpty IMt:'1.\\SiO\\ O\\ tl--.e cov\\ev o.P 01>.v 'oloc\:.. I pvete\\J..eJ.. 

tl-\""t I wt:'I.S\\1t "".Pv""iJ.., eve\\ tl--.01>.8VI ""'Y \:.\\ees .Pelt wo'o'oly. I we\\t vi8l-\t 1>.p tl-\e 
steps t:'1.\\J.. ope\\eJ.. tl-\e J..oov wll\ile Cl--.1>.c\:. w<'l.tcl-'leJ.. �OIM tl--.e stveet. Cl--.1>.c\:. is 
""lw""ys J..<'l.vi\\8 1Me. I sl-\01>.IJ..\\1t P"'-Y <"-\\Y <'l.tte\\Ho\\, 'o1>.t I ""lw<"-ys t<".\:.e l-\i1M 1>.p O\\

it. l1ve IM<"-J..e 1>.p ""'Y 1Mi\\J.. tll\<'1.t l11M \\Ot 8oi\\8 to liste\\ to Cl--\1>.c\:. <"-\\y1Move. 

This paragraph is fine, up to the point where it says, "I went right up the steps and 
opened the door while Chuck watched from the street." After that, the paragraph wanders off 
into a different topic-how to deal with Chuck's dares, while the reader is waiting to hear 
more about the haunted house. The writer should have stuck to the subject, like this (the 
underlined portion is the part that has been changed): 

1-1<"-Ve yo1>. evev 'oee\\ l\\ "" V\t:'1.l>.\\teJ.. li\01>.Se? I w"'-S, l"'-St \-I01.llowee\\, wl-\e\\ ""'Y 
�ie\\J.., Cll\1>.c\:., J..01.veJ.. IMe to 80 'i\\to tl-\e olJ.., e�ty IM"'-\\SiO\\ O\\ t-1,.\e cov\\ev o-P 
01>.v- 'oloc\:.. I pvete\\J..eJ.. ¼-l-\""t I W"'-S\\1t ""-Pv""'i.J.., eve\\ t\,\01>.8ll\ ""'Y \:.\\ees .PeH· wo'o­
'oly. I we\\t viBl-\t 1>.p t-1,.\e steps "'-\\d- ope\\eJ. i-ll\e J.oov wll\'ile Cl-\v.c\:. W01.tcl-\eJ.. 
-Pvo\.4-\ tl-\e stveet. I eve\\ we\\¼- 'i\\s'i.J..e, 'ov.t jl>.St .Pov "" 1Mi\\v.te. As soo\\ "'-S I St:'l.w t-1,.\e 
J.""v\:. voo1M witl-\ ll\v.�e co'owe'os V\t:'1.\\�i\\e, ""ll 01.vov.\\J.. H\:.e e,ll\os¼-s, I VO\\\ """c\:. ov.+­
s'iJ..e. 11'\t:'1.\\\:.s to Cli\v.c\:.1s J..01.ve, l--\owevev, I C<"-\\ \\OW S"'-Y tl-\01.t I VIOi.Ve bee\\ 'i\\SiJ..e 
"" V\t:'1.v. \\ t-eJ.. li\01>.S e. 

B. The following paragraph changes subject in the middle. Cross out the sentences that do
not relate to the topic. Then rewrite the complete paragraph on the lines below, sticking to
the topic all the way.

Wl-\t:'1.t wov.lJ.. "" pev.Pect ¼-e<"-CV\ev be H\:.e? I tl-\'i\\\:. e,i. tee,i.cl-\ev sl-\ov.lJ.. vee,i.lly 
H\:.e \:.iJ..s. TueitYs tli\e \.4-\ost i1Mpov-te,i.\\t tl-\i\\8· -r\i\e\\, li\e (ov sli\e) sli\ov.lJ.. 'oe \:.i\\J.. 
<"-\\d- pe,i.tie\\t l'i\:.e t--\v. 1-\owJ..'i\\8, ""'Y e,i.vt tee,i.cl-\ev. I H\:.e e,i.vt 'oece,i.v.se I <"-IM 800.J. <'l.t 
it. Ii- is ""'Y 'oest sv.'oject. Av-t 'is IMY le,i.st cle,i.ss, <"-\\J.. I loo\:. .PovwowJ.. to it e,i.ll J..e,i.y. 

*SEE ACTIVITY SHEET 83B FOR ANSWERS.
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Changing the Subject 83B

Name 
-------------------

Date ________ _ 

KEEP YOUR EYE ON THE BALL! 

Additional Exerdse 

A. ANSWER TO EXERCISE B ON ACTIVITY SHEET 83A:

This paragraph goes wrong after the words "Mr. Harding, my art teacher." 
Everything after that is about art class, when the topic is what makes a perfect 
teacher. A corrected paragraph, that sticks to the point, might read as follows: 

What would a perfect teacher be like? I think a teacher should really like 
kids. That's the most important thing. Then, he (or she) should be kind and 
patient like Mr. Harding, my art teacher. Of course, teachers should know a 
great deal about the subject they teach and be able to explain it clearly. 
Anyone who has all these qualities could be a perfect teacher. 

B. Here is another paragraph that is confusing because it doesn't stay on one subject. Cross out
the sentences that don't belong. Then, rewrite the paragraph below, completing it correctly.

-rl-\e fo1.,w+-l-\ o.P J1Aly 'is 0\\\ llMfOV'T"OI.\\T" hol'iJ.01.y. Ir celebv01.res +-l-\e 
b'ivrh o.P +-l-\e V\\'ireJ. <5r01.res o-P AIMeVlCO\. 0\\ J1Aly 4, 111,, +-he 
Co\\H\\e\\r"'-1 Co\\8vess 'issl..\eJ. +-l-\e l)ed01.v01.+-'io\\ o-P I\\J.epe\\J.e\\ce, 
wl-\'icl-\ J.ed01.veJ. 'i\\J.epe\\J.e\\ce .PY01M E\\81"'-\\J.. -ri...o\MO\S Je�evso\\, 
wl-\o wvo+-e +-l-\e l)ed01.v01.+-'iO\\, wOI.S .Pvo1M V'iv8'i\\'i01.. H'is ho1Me wOI.S c01.11eJ. 
l-\O\\r'ice11o, O\\\J. l-\e beC01.1Me +-he ¼-h'ivJ. pves'iJ.e\\r o.P +-he V\\'ireJ. 
<5r01.res. Geov8e W01.Shl\\8T"0\\ wO\S +-he .P'ivs+- pves'iJ.e\\r. 

*SEE ANSWER BELOW.
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Irrelevant Details 84A 

Name _________________ _ Date ________ _ 

WHO CARES? 

Explanation and Exerdses 

A. IRRELEVANT DETAILS: In a paragraph, the topic sentence tells what the paragraph
is about. All the sentences that follow should develop this topic. Sometimes, writers give too
many unnecessary details that shift the focus away from the subject, as in this example:

LM �O\\½-v\, I 8c,t ½-v\e 'bi.88est Sl.\vpvi.se o-P �y li..Pe. t WO\\ .{!i.vst pvi.z.e l\\ "' 
J.i.stvi.c+wi..::l.e poe+vy co\\test. Not every scli\ool J.istvi.ct- li\� "' poe+vy co\\­
tesi; ol.\t otAvs J.oes. -rt.-.e t-i.t-\e o-P �y poe� w� ''11,,.e Se"'8"\\.11 I w� 
i\\Spi.veJ. to wvite it l�t sv.��ev wli\e\\ �y .P°'�ily spe\\t "' week "'t ¼e 
't>e"'ck We 80 "'w"'y .Pov "' week every sv.��ev. so�et-i.�es we 80 to ½-v\e 
't>e"'cli\, t'I.\\J. so�et-i.�es we 80 t-v"'ve\i.\\8· I li.keJ. w°'tcli\i.\\8 ¼e 'bi.v-J.s .Plyi\\8 
8v"'ce.Pv.\\y cvevli\eM ov Swoopi\\8 i.\\¼-o ¼--li\e wt'l.tev to ct'l.tcli\ .{!isl-\. I t-vieJ. to 
sli\ow ½-v\"'t i\\ �y poe� I'� 81M H.-\"'t ¼e jl>.J.Bes likeJ. it. 

This poem is about winning a poetry contest, but it contains a few sentences that are 
not truly relevant to the topic. These sentences are 

Not every school district has a poetry contest, but ours does. 
We go away for a week every summer. 
Sometimes we go to the beach, and sometimes we go traveling. 

See how much more effective the paragraph is without these irrelevancies. 

L"'s+- IMO\\½-l-\, I Bo+- +-l-\e biBBest Sl.\v-pv-ise o.P IMY ti.Pe. I wo\\ .Pivs+­
pv-iz.e l\\ "' tAis+-v-ic+-witAe poe+-v-y co\\½-es+-. -rl-\e H+-le o.P IMY poe1M Wt'I.S 
''-rl-\e Se"'8l.\ll." I Wt'I.S i\\spivetA +-o wv-i+-e it l"'s+- Sl.\1M1Mev wl-\e\\ IMY .P"'1M­
ily spe\\+- "' week "'+- +-l-\e be"'cl-\. I \iketA w"'+-cl-\i\\B +-l-\e bi.vtAs .Plyi\\8 
8""'ce.Pl.\lly ovevl-\e"'tA ov swoopi\\B i.\\to +-l-\e w"'+-ev to c"'+-cl-\ .Pisl-\. I 
+-vietA +-o sl-\ow +-l-\"'+- l\\ IMY poe1M. l'IM 8l"'tA +-l-\oi.+- +-l-\e jl.\tABeS HketA i.+-. 

B. In the following paragraph, cross out any sentences that are not relevant.

1--\y Ct'l.veev 8o"'l is ¼-o 't>eco�e "' co�l.\tev tecli\\\i.ci"'\\· Evev Si\\ce I 
.{!i.vst V\M t'I.Ccess to co�l.\tevs i\\ .{!iv-st- 8v-Me, I've eajoyeJ. wovki.\\8 wit!,.. 
½-v\e� So� scli\oo\s eve\\ li\"'ve co�l.\t-evs i\\ ki\\J.evB"'v½-e\\, 't>v.t \\ot 01>.vs. 
All IMY te"'cli\evs s"'y H.-\"'+- I li\"'ve "' \\e,\½-1.\v"'l "''t>i.\i.t-y wi.tli\ co�l.\tevs. I V.Sl.\­
"'\\y k\\ow li\ow to -P°'l>< ½-v\e� wli\e\\ tli\eve oi.ve pvo't,le�. We V\t'I.Ve Apple co�­
pv.+-evs i\\ ov.v scli\ool, 't>v.+- we V\t'I.Ve t'I.\\ IBM "'¼- li\o�e, t'I.\\J. I've v.seJ. Co�"'C\ 
"'t �y -Pvie\\J.s' li\ov.ses. 1--\y l)M s"'ys ¼"'t I ½-v\i.\\k like "' co�l.\tev. I 
'believe I cov.lJ. V\t'I.Ve "' 8vec:,\t Ct'\veev wi¼-li\ co�v.tevs. 

*SEE ANSWER BELOW.
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::iueAara1 :iou am l[:>Jl[M 'sa:,ua:iuas �U!AfOIIOJ a4:i :ino passoD aAEl[ prno4s noA :g asp1ax3 o:i 1aMSU\f 



Irrelevant Details 848 

Name 
-------------------

Date 
---------

WHO CARES? 

Explanation and Exerdses 

A. Don't crowd your paragraphs with details that are away from the topic, as in this example.

I J..0\\1+- +¼t\\\:. +¼""+- OIAv sd\ool sll\01AlJ.. V\01.Ve "" J..vess coJ..e. ktJ..s V\01.Ve +-11\e 
v\�11\+- +-o we""v wll\""+- +¼ey W01.\\½--. We sll\01AlJ..\\1+- V\01.Ve +-o plA+- O\\ 1A\\t.PoV1MS OI.S t.P 
we weve l\\ +¼e AYW1.y. t-\y bvo+¼ev WOI.S l\\ +¼e AYW1.y, 01.\\J.. 11\e 11\t:'1.J.. +-o we""v "" 
1A\\t.PoYW1.. 01Av clo+¼es sll\ow +¼""+- we 01.ve i\\J..t\llJ..1A01.ls. t-\y �te\\J.., t-\01.vcie, """J.. 
I blAy ""ll 01Av clo+¼es ""+- +¼e Gc,\f'. Tuey V\01.Ve ve01.lly \\e"'-+- s+-yles +¼eve. I 
wo1AlJ..\\1+- be V\"'-PPY ""+- "" scll\od wll\eve evevyo\\e J..vesseJ.. 01.lt\:.e. 

The following sentences don't belong because they take the reader's attention away from 
the main topic: 

My brother was in the Army, and he had to wear a uniform. 
My friend, Marcie, and I buy all our clothes at the Gap. 
They have really neat styles there. 

Now, see how much clearer the paragraph is when these irrelevancies are removed. 

I J..0\\1+- +-l-\i\\\:. +¼""+- 01Av sd\ool sll\01>.lJ.. V\01.Ve "" J..vess coJ..e. kiJ..s V\01.Ve +¼e 
viBII\+- +-o we01.v wll\""+- +¼ey WOI.\\½--. We sl-\01AlJ..\\1+- V\01.Ve +-o plA+- O\\ 1A\\t.PoV1MS OI.S W 
we weve t\\ +¼e AY'M.y. 01Av clo+¼es sll\ow +¼""+- we ""ve t\\J..iviJ..1A01.ls. I wo1AlJ..\\1+­
be 11\"'-PPY ""+- "" sd\od wll\eve evevyo\\e J..vesseJ.. ""li\:.e. 

B. Cross out the irrelevant sentences in the following paragraph. Then write the paragraph
correctly on the lines below.

No O\\e 8"'-Ve 01Av +-e""� "" O\OI.\\Ce +-o Wl\\ +¼e 8"'-�e. Tue Ptv01.+-es 11\t:'1.J.. ""lvet:'I.J..y 
WO\\ .Pive wi+¼ z.evo losses. 01Av +-e"'-IM, +¼e Sll\""v\:.s, 11\t:'1.J.. \\O½-- wo\\ "" Sl\\8le 8"'-�e +¼is 
se01.So\\. We J..iJ.. pve+-ry well lM ye""v; blA½- so�e o-P +¼e bes+- pl01.yevs weve \\O lo\\8ev 
O\\ +¼e +-e""l,I,\. t-\01.v\:. �oveJ.. +-o IJ..01.ll\o, """J. AV'1Mt7\.\\J..o J..iJ..\\1+- Sl8\\ 1Af> "'-8"'-l\\. Evevyo\\e 
WOI.S SIAvpviseJ.. wll\e\\ +¼e 8"'-�e WOI.S ½-ieJ.. ""+- +¼e e\\J.. o-P +¼e eiBII\+¼ l\\\\l\\8· IIMOl.8i\\e 
+¼etv Mo\\isll\�e\\+- wll\e\\ we scoveJ.. "" Wl\\\\l\\8 vlA\\ l\\ +¼e \\t\\+¼!

*SEE ACTIVITY SHEET 84C FOR ANSWERS.



Irrelevant Details 84C 

Name __________________ _ Date ________ _ 

WHO CARES? 

Paragraph-First Draft 

A. ANSWER TO EXERCISE B ON ACTIVITY SHEET 84B:

You should have removed the following sentences: 
We did pretty well last year, but some of the best players were no longer 
on the team. Mark moved to Idaho, and Arma�do �idn't sign up again. 

B. WRITING A PARAGRAPH-FIRST DRAFT

1. Choose one of the following topics for a paragraph, and check the one you have chosen.

□ a. The Best Kind of Pet 

□ b. My Favorite TV show 

□ c. My Sports Idol 

□ d. Things I'd Like to Change about Myself 

□ e. Things I'd Like to Change about My Parents 

On the lines below, write a paragraph about the topic you have chosen. This is a first 
draft, so just concentrate on getting your thoughts down on paper. You'll be able to fix up 
the grammar, spelling, etc., later. 

Write the title on the first line. (Indent at the beginning of the paragraph.) 
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Irrelevant Details 84D 

Name 
-------------------

Date ________ _ 

WHO CARES? 

Paragraph-Revising and Writing a Final Copy 

A. Revise and edit the paragraph you wrote for activity sheet 84C, using the following
guidelines:

1. Does your first sentence state the topic clearly?

2. Do the sentences that follow develop the topic?

3. Are there any irrelevant details that are not useful in developing this
topic? Cross them out!

4. Do you stick to the subject throughout the paragraph? Cross out any-
thing that changes the topic.

5. Does the last sentence conclude or sum up the topic?

6. Are your sentences complete? Do subjects and verbs agree?

7. Check spelling with a dictionary.

B. When your paragraph is as perfect as you can make it, write your final copy below. Write
the title on the first line. (Indent at the beginning of the paragraph.)



Section Seven 

ESSAY WRITING HELP 

TEACHER'S GUIDE­

ALPHABETICAL LIST OF ESSAY WRITING PROBLEMS 

AND ACTIVITY NUMBERS 

Here is a list of the essay writing problems addressed in this section and the relevant 
activities. 

ESSAY WRITING 

Concluding Paragraph 

Confusion: Getting Lost 

Confusion: Irrelevancies 

Developing the Topic 

Excessive Verbiage 

Introductory Paragraph 

Introductory Paragraph: Cautions 

Introductory Paragraph: 
Topic Statement 

Organizing a Three-Paragraph Essay 

Prewriting Activities: Brainstorming 

Prewriting Activities: Clustering 

Prewriting Activities: Outlining 

Prewriting Activities: Writer's Block 

223 

ACTIVITY NUMBER 

94A,B,C 

95B 

95A 

93A,B 

96A,B 

90A,B, C 

92 

91A, B 

85A, B, C, D 

86A,B,C,D 

87A, B, C, D 

88A, B 

89A, B 



Name 

Organizing a Three-Paragraph Essay 85A 

--------------------

Date _______ _ 

AS EASY AS 1, 2, 3 

Explanation and Exerdses 

Do you know how to write a paragraph? If your answer is yes, then it will be easy for you to 
write an essay. 

An essay is organized like a paragraph, with a beginning, middle, and conclusion. An 
essay is made up of paragraphs and is, therefore, longer. Anyone who can write a paragraph 
can put together a simple, three-paragraph essay. 

It's as easy as 1, 2, 3. 

___,.. 1. The beginning (introduction). 

In a paragraph, this is the first sentence, such as 

"My career goal is to be an archaeologist." 

In an essay, this is expanded into a paragraph, as 

People always ask me what I want to be when I grow up. I'm still only twelve, so 
I'm not sure. If I had to make up my mind right now, I'd choose archaeology. 

Exercise 1: Write a beginning paragraph like the one above for an essay on your career goal. 

___,.. 2. The middle paragraph develops the subject that was introduced in the first paragraph 
with description, detail, or list of reasons, as 

The thing I like best about archaeology is that I can spend a lot of time outdoors 
and not have to be cooped up at a desk all day. I also like the idea of traveling to 
far-off places. Wouldn't it be fun to dig up something important? 

Exercise 2: Write a middle paragraph like the one above for an essay on your career goal. 

___,.. 3. The final paragraph concludes and sums up the topic, as 

My ambitions may change, and I could eventually decide upon a different path. 
Right now, however, archaeology sounds fine to me as a career goal. 

Exercise 3: Write a final paragraph like the one above to conclude and sum up your 
career goal. 



Organizing a Three-Paragraph Essay 85B 

Name _________________ _ Date ________ _ 

AS EASY AS 1, 2, 3 

Prewriting Exerdses 

It will be as easy as 1, 2, 3 to write a three-paragraph essay if you organize your ideas by fol­
lowing the steps on this brainstorming list. 

BRAINSTORMING LIST 

First decide upon a topic for your essay. Choose one of these topics. Put a check in the box 
next to the topic you have chosen. 

0 1. The Best Day of My Life 
0 2. The Worst Day of My Life 
0 3. My Favorite Sport 
0 4. Music I Like 
0 5. My Favorite TV Show 

__.. 1. Write a beginning paragraph to introduce the topic. Try to make this introduction 
interesting and exciting to the reader. There should be two to four sentences in this 
paragraph. 

__.. 2. The middle paragraph will develop the topic. For "The Best Day of My Life, 11 this could 
be a description of events. For "My Favorite Sport" it might be a list of reasons for your 
opinion. It is not necessary to write this paragraph now. Just make a list of the details 
you will use to develop the topic. Write your list on the lines below-include three or 
four details. You don't need complete sentences-just words or phrases. 

__.. 3. The final paragraph will conclude and sum up the topic in two or three sentences. 
Write a final paragraph below. 

... 
(l) 
.., 

1::1 
(l) 

� 
E 
0 
0 
0 
C'-l 

@ 



Organizing a Three-Paragraph Essay 85C

Name __________________ _ Date ________ _ 

AS EASY AS 1, 2, 3 

Paragraph-First Dra� 

Follow these easy steps and write a first draft of your essay. 

l. Reference: Keep the brainstorming list you prepared in Activity 85B at
hand.

2. Title: Copy the title on the title line below.

3. Beginning: Copy the beginning paragraph from your brainstorming list.
Make changes wherever you think it can be improved.

4. Middle: Use the list you prepared to write and develop a middle para­
graph.

5. Conclusion: Copy the final paragraph from your brainstorming list.
Change it wherever you think it can be improved.

Note: This is just a first draft, so don't be too concerned about spelling or grammar. Just 
concentrate on getting your thoughts down on the paper. Be sure to indent at the beginning 
of each paragraph. Use the back of this paper if you need more room. 



Organizing a Three-Paragraph Essay 85D

Name __________________ _ Date ________ _ 

AS EASY AS 1, 2, 3 

Revising and Writing a Final Copy 

A. Edit and revise your first draft, using the following guidelines:

1. Does your first paragraph introduce the subject? Can you make your
introduction more interesting? Sometimes, beginning with a question or
a surprising statement will catch the reader's attention.

2. Does the second paragraph develop the topic? Do you provide three or
four detailed descriptions or statements to support the subject?

3. Does the final paragraph conclude and sum up the topic?

4. Are your sentences complete? Do subjects and verbs agree?

5. Check spelling with a dictionary.

B. When your essay is as good as you can make it, write the final copy below. Write the title
on the first line. (Indent at the beginning of each paragraph. Use the back of this paper if you
need more room.)
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Prewriting Activities: Brainstorming 86A 

Name __________________ _ Date ________ _ 

FIRST, GET READY! 

Research and Brainstorming Lists 

A. RESEARCH-EXPLANATION: Do you know everything about every subject? Of course
not! No one does. Sometimes you need to find out facts for an essay. This is called research!

B. EXAMPLE:

1. If you were writing an essay about the music of the 1940s, you would have to do
research. Here are some places you could find the information you need.

your school library public library Internet 

2. Then you could write down all the information you find and organize it into a brain­
storming list, as in this example.

BRAINSTORMING LIST FOR "MUSIC OF THE 40s" 

Types of Music-swing, jazz, blues, ballads 

Some Popular Bands-Glenn Miller, Tommy Dorsey, Jimmy Dorsey, Artie Shaw, 
Benny Goodman, Louis Armstrong, Louis Prima 

Some Popular Singers-Frank Sinatra, Helen O'Connell, Tony Bennett, Vic 
Damone, Judy Garland, Nat "King" Cole, Dinah Shore, Bing Crosby 

Some Hit Song-"1'11 Be Seeing You," "White Christmas," "Serenade in Blue," 
"Chattanooga Choo Choo," "To Each His Own," "Nature Boy," "Little Brown Jug" 

0 
0 

� C. RESEARCH ACTIVITY
@ 

1. Choose one of the following essay topics and check the one you have chosen:

□ a. Popular Breeds of Dogs 
□ b. Most Important Inventions of the 20th Century 
□ c. The Boston Tea Party 
□ d. Birds of the Seashore 
□ e. Native American Tribes 

2. Research your topic, using the library or the Internet.

3. Prepare a brainstorming list like the one above. Write it in the space below. (Use the back
of this paper if you need more room.)

























Name 

Introductory Paragraph 90A 

Date 
--------------------

HOOK THAT READER! 

Explanation and Exerdses 

----------

A. DEFINITION: The introductory paragraph of an essay is the first paragraph. It should do
two things:

1. state the topic

2. get the reader's interest

Stating the topic is easy, but how can you do it in a way that will grab the reader's inter­
est? Here are some suggestions. 

� 1. Begin with a question. 

Example: Do you know what to do if there is an emergency in your home? Here are 
some steps you can take to handle this situation. 

� 2. Begin with a surprising or shocking statement. 

Example: Yes, you can save a life! If there is an emergency in your home, here are 
the steps you should take to handle the situation. 

� 3. Begin with an anecdote (short story). 

Example: My neighbor, Mrs. Ellison, almost died last week. Thanks to the quick­
thinking of her eight-year-old son, however, Mrs. Ellison is alive and well 
today. You, too, could save a life if you follow these steps in a home emer­
gency. 

� 4. Use the name of a famous person. 

Example: Mara Greentree, the tv star, had an accident in her home recently. 
Fortunately, her brother was with her and knew exactly what to do. Here 
are the steps that everyone should know when there is a home emer­
gency. 

B. 1. On a separate paper, write an introductory paragraph for an essay called "My Hero."
Get the reader's interest by beginning with a question. (Be sure to state the topic in 
this paragraph, too.) 

2. Write another introductory paragraph for this essay. This time, begin with a surpris­
ing or shocking statement.

3. Write another introductory paragraph for this essay. Begin with an anecdote.

4. Write another introductory paragraph for this essay. Get the reader's interest by using
the name of a famous person.



Introductory Paragraph 90B 

Name __________________ _ Date ________ _ 

HOOK THAT READER! 

Explanation and Exerdses 

A. An introductory paragraph must grab the reader's interest as well as state the topic of the
essay. Some ways of doing this are

--.. 1. begin with a question 
--.. 2. begin with a surprising or shocking statement 
--.. 3. begin with an anecdote 
--.. 4. use the name of a famous person 

B. Using each of these techniques, write four introductory paragraphs for an essay called, "A
Typical Day at School."

1. (question)

2. (surprising statement)

3. (anecdote)

4. (famous person)



Introductory Paragraph 90( 

Name 
-------------------

Date 

HOOK THAT READER! 

Explanation and Exercises 

---------

A. An introductory paragraph must grab the reader's interest as well as state the topic of the
essay. Some ways of doing this are

___,.. 1. begin with a question 
___,.. 2. begin with a surprising or shocking statement 
___,.. 3. begin with an anecdote 
___,.. 4. use the name of a famous person 

B. Using each of these techniques, write four introductory paragraphs for an essay called,
"A Day to Remember."

1. (question)

2. (surprising statement)

3. (anecdote)

4. (famous person)



Introductory Paragraph: Topic Statement 91 A 

Name ___________________ _ Date ________ _ 

BE SPECIFIC! 

Explanation and Exercises 

A. DEFINITION: A topic statement tells the reader what the essay is
going to be about. It usually consists of one or two sentences in the
introductory paragraph.

The topic statement is a guide for both the reader and the writer. It tells the reader what 
to expect. It gives the writer a framework for the essay-guiding the writer as to what to 
include and what to leave out. 

B. EXAMPLES

1. A topic statement that says "Middle schools have been popular for a long time indicates
that the essay is about the history of middle schools. If, however, the topic statement is
"The Northport Middle School offers many advantages for its student" the essay would
be about the advantages of one particular middle school.

2. Here is another topic statement. "The history of baseball proves it to be a truly American
sport. 11 This essay is about the history of baseball. It might discuss when and how base­
ball began, how it developed, various teams and players, etc.

A different topic statement on a similar subject might be 11There have been many great play­
ers in the history of baseball. 11 This introduces an essay that discusses baseball players only.

C. Write an introductory paragraph for an essay on each of the following topics. Introduce
the topic in a way that will grab the reader's interest and also state clearly what the essay is
about.

1. "My Favorite Authors"

2. "The Best Holidays of the Year"

l 

j 

J 



Introductory Paragraph: Topic Statement 91 B 

Name __________________ _ Date ________ _ 

BE SPECIFIC! 

Explanation and Exercises 

A. The topic statement tells what the essay is about. It is like a
frame. Anything that is not part of the picture must be left out. Be 
sure that the topic statement is true for everything you want to 
include in the essay. 

� B. Write an introductory paragraph for each of the following essays. Try to grab the reader's
<J 

.g interest and include a topic statement that tells the specific subject of the essay.
r.:i 

.s 

"@ 
1. "Modern Heroes, Real and Fictional"
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2. "Boys and Girls Are Equal in Every Way"

3. "The Greatest U.S. Presidents"



Introductory Paragraph: Cautions 92 

Name __________________ _ Date ________ _ 

HOW NOT TO INTRODUCE A TOPIC 

Poor Introductions 

Some techniques should never be used in introductory paragraphs. 

� A. APOLOGIES OR PUTDOWNS: Don't ever apologize or put yourself down, as in 
this example of a poor introductory paragraph. 

I'm not an expert on restaurants. My opinion may not mean much, but I like to eat in 
places where the service is fast and the food is tasty. 

Two phrases in the above paragraph are wrong: Fm not an expert and My opinion may not 
mean much. This announces to the reader that you don't know much about the subject, so 
why would they want to read this essay? 

B. Write an introductory paragraph for an essay about restaurants. State the subject without
apologizing or putting yourself down.

� C. ANNOUNCEMENTS: Never announce what you are going to do in the introduc­
tory paragraph. Here is an example of a poor introduction. 

In this essay, I am going to show that our school cafeteria needs improvement. We 
need more chairs, nicer people serving, and better food. 

The beginning of the first sentence, "In this essay, I am going to show, should be removed. 
You are supposed to write the essay, not talk about how you are going to do it . 

D. Write an introductory paragraph for an essay about your school cafeteria. Do not put
yourself down or announce what you are going to do.
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Name 

Developing a Topic: Using Examples 93A

------------------- Date ---------

PROVE YOUR POINT! 

Explanation and Exercises 

A. The body of the essay shows or proves what you have stated in the introductory para­
graph. One way to do this is to give examples that prove your point. When writing the essay,
you must make three decisions:

---.. 1. Number of examples to use 

Never use less than two examples. 

---.. 2. Order in which examples appear in the essay 

Examples are usually given in order of importance, with the most important or 
strongest point first and the least important last. Sometimes, however, it can be effec­
tive to build up to your best shot, by saving the best example for last . 

---.. 3. Number of paragraphs in the body of the essay: three-paragraph essay 

If you are writing a three-paragraph essay, the whole essay must be developed in the 
middle paragraph. All your examples will be included in this paragraph. 

If you are writing a five-paragraph essay, you will have three paragraphs in which to 
develop the subject. You can have three examples-one for each paragraph of the body . 

B. Write a paragraph for the body of a three-paragraph essay that begins as follows:

Ave yol.-\ SOI.tis.Pie� wH·l-\ +-l--\e scl-\ool c01..Pe+-evi01.? t--\os+­
Si--l.-\�e\\+-s believe i--L\01.t +-l-\e c01..Pe+-ev'i01. col.-\l� be 'i""'pvove�. 
Tueve 01.ve sevev01.l steps tl-\01.t col.-\l� be t01.\:.e\\ +-o 1,\-\0\\:.e 
Ol.-\v ll.-\\\CV\ V\Ol.-\v bei--+-ev. 

(Write a paragraph below for the body of this essay. Give three examples to prove the 
point.) 



Developing a Topic: Using Examples 93B 

Name _________________ _ Date ________ _ 

PROVE YOUR POINT! 

Explanation and Exerdses 

A. Sometimes, it can be effective to state the least important example in your essay first, and
the most important last. That way, the strongest example will remain in the mind of the reader.

B. Here is the introductory paragraph of a five-paragraph essay. Decide on three examples
for the body of the essay. Then, add three paragraphs, discuss one example in each paragraph.
Save the most important example for the last paragraph. You could begin that paragraph with
a transitional phrase that shows its importance, such as "Most important of all."

Ave yol.\ sc,\tis.Pi.eJ- wi.tli\ tli\e scli\ool Cc,\.Petevi.c,\? Most 
stl.\J-e\\ts bel'ieve tli\c,\t tli\e cc,\.Petevi.c,\ col.\lJ- 'be 
i.1MpvoveJ-. -rli\eve c,\ve sevevc,\l steps tli\c,\t col.\lJ- be 
tc,\\:.e\\ to \Mc,\\:.e Ol.\v ll.\\\CY\ li\ol.\v \:>ettev. 

Write three paragraphs for the body of this essay-one paragraph for each example . 
(Indent at the beginning of each paragraph.) Use the back of this paper if you need more 
room. 

l 
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Concluding Paragraph 94A 

Name 
-----------------

Date _______ _ 

EFFECTIVE ENDINGS! 

Explanation and Exerdses 

A. The concluding paragraph should

-.. 1. Restate the topic in the introductory paragraph. 

_.. 2. Summarize the points in the body of the essay. 

-.. 3. Bring the essay to an end. 

Example: 

O1..\v SCY\ool Y\C\S C\ BooJ. cC\.Pe+-eviC\, bl.\¼- i+- col.\lJ. be eve\\ 
be+-+-ev. <Si--1..\vJ.iev CY\C\ivs, C\ .Pvie\\J.Hev sevvi\\8 SrC\-P-P, C\\\J. 
.PooJ. rY\C\r is \.\-\ove C\ppeC\H\\8 +-o kiJ.s wol.\lJ. \,\,\C\ke C\ biB J.i-P­
.Peve\\ce. Evevy si--1..\J.e\\i-- i\\ rY\e ScY\ool wol.\lJ. be Y\C\P py +-o see 
rY\is Y\C\ppe\\. 

B. Write a concluding paragraph for the following three-paragraph essay.

Do yol.\ .Peel pvol..\J. wY\e\\ yol.\ see ol..\v COl..\\\rvy's .PlC\8? fvC\\\cis 
Seo+-+- key wC\S so \.\-\oveJ. by rY\e siBY\i-- o.P olJ. Glovy sHll .Plyi\\8 
C\.P+-ev C\ +-evvible bC\+-i--le rY\C\r Y\e wvo+-e \'-rY\e <Si--C\V <SpC\\\8leJ. 
BC\\\\\ev.'' \Y\e 'Si--C\VS C\\\J. Shipes is i\.\-\povrC\\\r +-o \.\-\e, +-oo. 

\Y\e .Ple,\8 is C\ Sy\.\-\bol o.P 01..\V COl..\\\rvy. I+- e,cpvesses rY\e Y\Opes 
C\\\J. iJ.eC\ls o.P rY\e people wY\o .Pol..\\\J.eJ. rY\e V\\ii--eJ. <S+-C\+-es o.P 
A\.\-\evicC\ i\\ I 77C.. WY\e\\ we SC\ll.\i--e rY\e .PlC\8, we C\ve SC\11..\H\\8 Ol..\v 
J.e\.\-\ocvC\cy C\\\J. rY\ose wY\o .Pol..\8Y\i-- C\\\J. eve\\ J.ieJ. +-o pvesevve ii--. 
I+- vepvese\\i--S +-Y\e Hbevry C\\\J. .Pvee_J.o\.\-\ i--Y\C\+- we e,\ve 81..\C\VC\\\+-eeJ. 
by i--Y\e Co\\Srlrl.\rlO\\. 

Write your concluding paragraph below. 



Concluding Paragraph 94B 

Name _________________ _ Date ________ _ 

EFFECTIVE ENDINGS! 

Explanation and Exerdses 

A. The concluding paragraph of an essay should restate the topic, summarize the points in
the body of the essay, and bring it to an end.

The concluding paragraph should not

1. include new information that has not been mentioned earlier.

2. mention something that has nothing to do with the topic.

3. leave the reader unsure whether or not the essay is concluded.

B. EXAMPLE: The following concluding paragraph would be incorrect for the essay about
the flag that appears on Activity 94A;

We C0\\\
1

t °'ll be co1Mposev-s O'.\\J. wv-i.te \\O'.ti.O\\O'.l O'.\\tl-\e1Ms. 
otl-\ev- SO\\BS, SL\cl-\ O\S '�1Mev-i.c°' tl-\e f$e0'.L\ti..PL\l,11 l-\°'ve °'\so bee\\ 
wv-i.tte\\ O'.boL\t tl-\e lJ\\i.teJ. -StO'.tes. Evev-yo\\e \:\\ows tl-\e wov-J.s to 
'�1Mevi.c0'.. 11 M.ost o.P L\S t°'\:e pv-i.J.e l\\ tl-\e .Pl°'B O\\\J. i.\\ tl-\e i.J.e°'ls it 
vepv-ese\\ts, SL\cl-\ O\S li.bev-ty, .Pv-eeJ.01M, O'.\\J. OL\v- J.e1Mocv-O'.ti.c 
Co\\sti.tL\ti.O\\. '1-)e °'lso l-\o\\Ov- tl-\e l)ecl°'v-°'ti.o\\ o.P I\\J.epe\\J.e\\ce. 

Let us analyze this paragraph and see what is wrong with it. 

1. The first sentence is fine, since the writing of the national anthem is mentioned in the
introductory paragraph.

2. The next two sentences (Other songs such as "America the Beautiful" have also been written
about the United States and Everyone knows the words to "America") have nothing to do
with the topic, which is the American flag, not patriotic songs. These sentences do not
belong in this essay.

3. The Declaration of Independence is not mentioned anywhere in the essay. Therefore, it
does not belong in the concluding paragraph.

4. There is nothing in this paragraph to indicate the essay has ended.

C. Rewrite this concluding paragraph correctly below.
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Concluding Paragraph 94C 

Name Date 
------------------

EFFECTIVE ENDINGS! 

Explanation and Exercises 

A. Writing a Concluding Paragraph for an Essay:

A concluding paragraph should

---.. 1. Restate the topic in the introductory paragraph. 

___.. 2. Summarize the points in the body of the essay. 
___.. 3. Bring the essay to an end. 

Be sure that you do not:

---.. 1. Include information that has not been mentioned earlier. 

---.. 2. Mention anything that has nothing to do with the topic. 
---.. 3. Leave the reader unsure whether or not the essay is over. 

---------

b b 
b b 

B. Here is the introductory paragraph and the body of a three-paragraph essay about sports.
Add a concluding paragraph on the lines at the bottom.

-rl-\ev-e is "" spov-+- .Pov- evev-yo\\e! -rl-\ev-e ""v-e people wl-\o �eep 
"'-W"'-Y .Pv-01M spov-+-s bec"'-lASe +-l-\ey +-l-\i\\� +-l-\ey ""v-e \\Or ""+-l-\leHc. 
-rl-\is is "" bi,� 1Mis+-""�e bec"'-lASe evev-yo\\e be\\e.Pi+-s .Pv-01M P"'-v-Hci­
P"'-H\\B i\\ so1Me spov-+-. 

-rl-\e be\\e.Pi+-s ""v-e pl-\ysic"'-l, 1Me\\t"'-l, "'-\\o\ soci""l. Gef-H\\B 
i\\volveo\ i\\ spov-+-s ""cHviHes will IM"'-�e yolAv- boo\y sf-v-o\\Bev- "'-\\o\ 
l-\e""l+-l-\iev-. -rl-\e co\\ce\\f-v-"'-Ho\\ +-l-\""+- "" spov-+- v-eqlAiv-es l-\elps sl-\""v-p­
e\\ +-l-\e 1Mi\\o\. Bes+- o.P "'-ll, yolA will o\iscovev- wo\\o\ev-.PlAl .Pv-ie\\o\S wl-\o 
sl-\""v-e "'-\\ i\\tev-es+- i\\ +-l-\e S"'-IMe spov-+-. 

Write a concluding paragraph below. 



Confusion: Irrelevancies 95A 

Name 
-------------------

Date ________ _ 

KEEP YOUR EYE ON THE BALL! 

Explanation and Exerdses 

A. An irrelevancy is something that has nothing to do with the topic. When irrelevancies
creep into an essay, the reader becomes distracted.

Can you spot the irrelevancies in this introductory paragraph? 

--n-.e J.'i.P.Pev-e\\ce 't>ehNee\\ 1Me "'-\\J. oi-hev- pei- ow\\ev-s 'is i-h"'i- I "'""" 
.:Aevo+-eJ. to """Y hwHes. 'fov.. wov..lJ. H\:.e ¼elM, too, 'i.P yov.. \:.\\ew ¼e'iv 'i\\i-ev-­
es+-i\\8 pev-so\\c:,i.l'i+-ies "'-\\J. hc:,i.'t>'ii-s. We hM "' c"'i- O\\ce. Hev- \\"1.IMe w"I.S 1-\v...P.P'i\\ 
C\\\J. she hM c,\ J.is8l.-\St"t\\8 h"'bii- o-P bv-i\\8i\\8 J.eM IM'ice i\\i-o ¼e hov.se. 

Did you find the irrelevancies here? Everything after the word "habits" is irrelevant. 
These sentences have nothing to do with the topic of the essay, which is "turtles." 

B. The following introductory paragraph contains two irrelevant sentences. Rewrite the
paragraph on the lines below without these irrelevancies.

I+- is hC\vJ. +-o i""""'8i\\e c:,i. i-t1Me whe\\ +-hev-e wev-e \\O coiMpv..-1--evs. 1-\os+- \:.'iJ.s
\\OW lec:,i.Y\\ i-o v.se "' CO!Mpv..i-ev c:,i.i- c,\\\ ec:,i.vly C1.8e. 1-\y pc:,i.ve\\i-s J.'iJ. \\Or hc:,i.ve 
coiMpv..i-ev-s whe\\ i-hey wev-e 8v-owi\\8 v..p. The coiMpv.-1--ev- is v.se.Pv.1 i\\ IM"I.\\Y 
J.i.P.Pev-e\\i- wc:,i.ys. 1-\y IMOIM h"I.S "I.\\ "I.\\Oe\\i- +-ypewv-'ii-ev ¼c:,i.-1-- she s+-tll v.ses. 

C. The following concluding paragraph contains two irrelevant sentences. Rewrite this para­
graph correctly on the lines below.

Co1Mpv..i-ev-s c:,i.ve i1Mpovi-c:,i.\\-l-- i\\ toJ."'y's wovlJ.. '(ec:,i.vs "'80, people v.seJ. i-o 
wvii-e every+-hi\\8 by hc:,i.\\J.. 'School "'-SSiB\\IMe\\½, vesec:,i.vch, e-1Mc:,i.il, "I.\\J. 
8C\1Mes c:,i.v-e o\\ly so1Me o.P H"e wc,.ys co1Mpv.i-ev-s "'v-e v..seJ.. 'Soo\\, ii- wi.11 't>e 
\\ecess"'v-y .Pov every hc1Me +-c hc:,i.ve "' co1Mpv.+-ev. 1-\y .Pvie\\J., Jc\\, hc,.s h,.,c, 
cc1Mpv.tev-s i\\ his hov.se. This is J.e.Pi\\ii-ely +-he co1Mpv.+-ev c,\Be· 

* ANSWERS ON ACTIVITY SHEET 95B. 
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Name 

Confusion: Getting Lost 95B 

-------------------

Date _______ _ 

KEEP YOUR EYE ON THE BALL! 

Explanation and Exerdses 

A. ANSWERS TO EXERCISES ON ACTIVITY SHEET 95A:

EXERCISE B: The following irrelevant sentences should have been taken 
out: "My parents did not have computers when they were growing up." 
and "My mom has an ancient typewriter that she still uses." 
EXERCISE C: The following irrelevant sentences should have been taken 
out: "Years ago, people used to write everything by hand." and "My 
friend, Jon, has two computers in his house." 

B. GETTING LOST: Has your family ever gotten lost when traveling? That can be frus­
trating! It is just as frustrating for the reader when an essay goes off the main road (the topic)
and begins to wander down side paths that cause confusion.

Here is part of an essay where the writer gets lost. Can you find the place where that 
happens? 

New Fc,i.lls hc,i.s OI.\\ l\\tevesH\\8 hlstovy. Not tMOI.\\Y people k\\ow c,i.\:>01At 
lt. Eve\\ H.Pelo\\8 veSltA.e\\ts c,i.ve o-Pte\\ \\Ot c,i.wc,i.ve o.P the IMOI.\\Y hlstovl­
cc,i.l Sltes c,i.vOl.\\\tA. tow\\. 

O\\e Sl.\ch plc,i.ce is the oltA. -r\l\c,i.tchev ho1ASe O\\ Hickovy Plc,i.ce. It WOI.S 
'o1Ailt i\\ \ 8'� .Pov the Tuc,i.tchev .Pc,i.tMily who OW\\etA. the SOI.WIMm. Tue oviB­
i\\c,i.l hol.\Se WOI.S SIMOl.ll, with O\\ly +-wo vootMS. It WOI.S MtA-etA. O\\ to thvo1A8h 
the yec,i.vs IA\\Hl 1104 whe\\ it 'oecc,i.tMe the siz.e lt lS \\OW. Tue 1-\orrises 
who live theve c,i.ve tA.ivect tA.esce\\tA.01.\\ts o-P the oviBi\\c,i.l Tuc,i.tchevs. 

\-\c,i.ve yol.\ evev see\\ the wc,i.tev wheel O\\ TuivtA. 'Sheet? Tuc,i.t 
Wc,i.S \:>1AUt l\\ \ n,. O\\Ce I votA.e ovev theve 0\\ IMY \:>lke with IMY -Pvle\\tA., 
Rc,i.y 'Sc,i.\\tovo. We �c,i.tA. c,i. piC\\ic O\\ t�e 8YOI.SS \\ec,i.v the wc,i.tev. 'Sl\\Ce 
the\\, we've 80\\e theve lots o.P titMeS. I'll \\eVev .Pov8et t�e titMe IMY 
bike \:>voke tA.ow\\ c,i.\\tA. I hM to cc,i.vvy it c,i.\\ the wc,i.y hotMe. Eve\\ c,i.-Ptev 
t�c,i.+; t�o1A8h, we kept BOi\\8 01At theve. 

Did you find the place where the writer went off the topic and got lost? It occurs in the 
third paragraph, beginning with "Once I rode over there on my bike." The topic in the intro­
ductory paragraph is historical places in New Falls. The third paragraph, however, leads the read­
er onto a side road about bike trips the writer made with his friend and their various adventures. 

C. On a separate sheet of paper, rewrite and complete the essay above.

I. The first two paragraphs can be the same.
2. Be sure tQ take out the side trip where the writer got lost.
3. Make up one or two additional historical sites for the town of New Falls and

write a paragraph about each.
4. Be sure to write a concluding paragraph for this essay.



Excessive Verbiage 96A 

Name -------------------- Date _______ _ 

CUT! CUT! AND CUT! 

Explanation and Exerdses 

A. EXPLANATION: Have you ever seen a gardener pruning bushes? They cut branches and
twigs to keep the bushes from becoming wild and overgrown. Writing needs to be pruned, too.
Excess words can confuse the reader and make the meaning harder to grasp. Here are some sug­
gestions for cutting. (This should be done when editing and revising an essay.)

l. Unnecessary Detail. Remove details that are not really needed. Don't bore the reader with
unimportant details.

2. Repetition. Do not say the same thing more than once.

Example: Repetitious-11Last week, we went to the supermarket. When we went to the 
supermarket, we bought meat and {Tutt. 11 

Better- 11Last week, we went to the supermarket. We bought meat and fruit. 11 

3. Wordiness. Do you say something in four or five words that could be told in one or two?

Examples: "In the event that this happens," would be better as, "If this happens. 11 

"On Tuesday, the date of which was November 25,11 would be better as "On 
Tuesday, November 25," 

4. Unnecessary Words. Here are some words that can usually be cut to make your writing
sharper and clearer:

very 
therefore 

really 
so 

however 
probably 

then 
also 

(Sometimes, of course, these words are necessary. More often, they are not needed and 
should be cut.) 

B. Write a three-paragraph essay that you can use to practice cutting.

1. Choose a topic for your essay from the list below. Check the topic you have chosen.

D a. What I Would Like to Change about Myself 
D b. What I Would Like to Change about My Parents 
D c. What I Would Like to Change about My School 
D d. What I Would Like to Change about My Neighborhood 

2. Write a brainstorming list for this essay below. In each column write as many words and
phrases as you can.

THINGS TO CHANGE REASONS WHY CHANGE IS NEEDED 

3. On a separate paper, write a first draft of your essay.
Introduce the topic in the first paragraph.
Develop the topic in the second paragraph.
Restate and sum up the topic in the last paragraph.

... 
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Excessive Verbiage 96B 

Name 
--------------------

Date _______ _ 

CUT! CUT! AND CUT! 

Editing and Revising 

A. Edit and revise the essay you wrote for Activity Sheet 96A, using the following as guide­
lines:

1. Cut any unnecessary details that are not needed to make the point.

2. Cut any repetition. Do not say the same thing more than once.

3. Cut unnecessary words. (See list on Activity 96A).

4. Cut wordiness. Can you use fewer words to say the same thing?

5. Does your first paragraph introduce the topic? Can you grab the reader's inter­
est by making this introduction more interesting?

6. Does your second paragraph develop the topic? Can you add anything to make
your point more convincing?

7. Does the last paragraph restate and sum up the topic?

8. Are all sentences complete? Do subjects and verbs agree?

9. Check spelling with a dictionary.

B. Write the final copy of your essay below. (Indent at the beginning of each paragraph. Use
the back of this paper if you need more room.)
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Section Eight 

LETTER WRITING HELP 

TEACHER'S GUIDE­

ALPHABETICAL LIST OF LETTER WRITING 

PROBLEMS AND ACTIVITY NUMBERS 

The letter writing problems addressed in this section are: 

LETTER WRITING PROBLEM ACTIVITY NUMBER 

Business Letter: Complete Form 100A, B 

Business Letter Parts: Closing 99D 

Business Letter Parts: Inside Address 99A, B 

Business Letter Parts: Inside Address 
and Greeting 99C 

Business Letter Parts: Return Address 98A, B 

Job Application Letter 101A, B, C 

Personal/Friendly Letter 97 A, B, C 
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Personal/Friendly Letter 97 A

Name 
--------------------

Date 
---------

THANKS A LOT! 

Example and Exercise 

A. Nowadays, most people communicate by phone or e-mail, but sometimes the best way to
send a message is by letter. Personal letters are used for thank-you notes, party invitations,
and letters to friends.

Here is the correct form for a personal or friendly letter: 

Dear Aunt Rachel, 

2504 Elm Street 
Wexford, MA 56843 
February 6, 2000 

You must be a mind reader! How did you know that a cd of 
"This Is It" by the group, Gang of Six, was what I wanted most for 
my birthday? I've already played it a hundred times. 

Thank you for being the best aunt in the world. 

Your loving niece, 

Kim 

Did you notice how this letter was set up? 

---➔- 1. The return address is in the upper right. It has three lines: 

your street address 
your city, state, and zip 
the date (The month is never abbreviated here.) 

---➔- 2. The greeting begins at the left margin. It is followed by a comma. 

---➔- 3. The body of the letter is the message. Indent at the beginning of each paragraph. 

---➔- 4. The closing is at the lower right (lined up with the return address.) 

Only the first word of the closing is capitalized. 
The closing is followed by a comma, 

---➔- 5. Your name is signed under the closing. 

B. In the space below, write a "thank you" letter to someone who has done something nice
for you or given you a gift. Follow the form above.



Personal/Friendly Letter 97B 

Name __________________ _ Date ________ _ 

THANKS A LOT! 

Personal Letter--First Draft 

A. You can buy invitations at a greeting card store, but wouldn't you like to receive a per­
sonal invitation to a party like the one below?

Dear Shandra, 

25 Blueberry Lane 
Clapton, IL 34297 
October 4, 2000 

I am having a birthday party on Friday, October 17th, at the 
Ascot Bowling Lanes, 2 Ascot Road. We are going to have a great 
time bowling and eating lots of birthday cake and ice cream. It 
won't be fun without yoµ, so please come! 

Your friend, 

Chris 

B. Pretend you are going to have a party now or in the future (birthday, Valentine's Day,
Halloween, or any other occasion). Write a first draft of a letter inviting one of your friends.

This is just a first draft, so don't worry about spelling or grammar. Just concentrate on 
getting your thoughts down on paper. 

Follow the form for a personal letter above and write your first draft in the box below. 

... 
(1) .... 
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Personal/Friendly Letter 97C 

Name __________________ _ Date ________ _ 

THANKS A LOT! 

Personal Letter--Revising and Writing a Final Copy 

A. Edit and revise the first draft of your personal letter, using the following questions as
guidelines:

---. 1. Did you write your return address in the upper right corner? 

---. 2. Are there three lines in the return address? 

1st line-your street address 
2nd line-your city, state, and zip 
3rd line-today's date 

---. 3. Did you write the greeting at the left margin? Did you put a comma at the end of the 
greeting? 

---. 4. Did you indent at the beginning of each paragraph in the body of the letter (the 
message)? 

---. 5. Did you write the closing at the lower right? 

Does the closing begin at the same point as the return address? 
Did you capitalize only the first word of the closing? 
Is there a comma after the closing? 

___.,. 6. Did you sign your name under the closing? 

B. Write the final copy of your personal letter in the box below.



Name 

Business Letter Parts: Return Address 98A 

Date -------------------

HERE'S WHERE I AM! 

Explanation and Exerdse 

---------

A. BUSINESS LETTERS FOR KIDS: Even kids write business letters at times. Here are
some examples.

applying for a job 

complaint about merchandise 
letter to the editor of a newspaper 
doing research for a school project 

B. BUSINESS LETTER FORM-RETURN ADDRESS: There is a correct form for each
part of a business letter. The first part of a business letter is called the return address.

--.. 1. The return address is written in the upper right corner of the letter. It consists of three 
lines. 

The first line shows your street address. 
The second line shows your city, state, and zip. There is a comma between 

the city and state. Use the correct post office abbreviation for the state. 
The third line contains the date. The month should be spelled out in full. 

--.. 2. Here is an example of a return address. 

245 South Street 
Albany, NY 10854 
March 4, 2000 

C. Write your return address on the lines below. 

D. Write a return address: Antonio Rodriguez lives in San Diego, California. His house is at
25 Buena Vista Drive. His zip is 7 4356. Write a return address for Antonio on the lines below.
Use today's date.

* ANSWER ON ACTIVITY SHEET 98B.

l



Business Letter Parts: Return Address 98B 

Name __________________ _ Date ________ _ 

HERE'S WHERE I AM! 

Explanation and Exerdses 

A. ANSWERS TO EXERCISE D ON ACTIVITY SHEET 98A:

25 Buena Vista Drive 
San Diego, CA 74356 
September 4, 2000

B. Return Address-Abbreviations

1. Do not abbreviate the name of the city.

2. Do not abbreviate the month.

3. Use the correct post office abbreviation for the state.

4. You may either spell out in full or abbreviate the type of street. (Buena Vista Drive could
also be written Buena Vista Dr.)

Some common street abbreviations are

Avenue 
Boulevard 
Circle 
Court 

Ave. 
Blvd. 
Cir. 
Ct. 

Drive 
Lane 
Parkway 

Dr. 
Ln. 
Pky. 

Road 
Square 
Street 

Rd. 
Sq. 
St. 

C. Write a return address for each of the following on the lines that follow. (Use today's date
for each.)

1. Allison Banta lives in the city of New York. That is in the state of New York. Allison lives
on 3550 Third Avenue. The zip is 20010.

2. Michael Ferris lives in Seattle, Washington. His street address is 250 Morris Parkway.
The zip is 45934.

*SEE ANSWERS BELOW.
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Name 

Business Letter Parts: Inside Address 99A 

Date ------------------- ---------

GOING WHERE? 

Explanation and Exerdses 

A. BUSINESS LETTER FORM-THREE-LINE INSIDE ADDRESS: The inside address
contains the name and address of the person to whom the letter is going.

� The first line contains the person's (or company's) full name.
� The second line contains the street address. 
� The third line contains the city, state, and zip. 

Never abbreviate the name of the city. Use the correct post office abbreviation for
the state.

B. EXAMPLES OF THREE-LINE INSIDE ADDRESS: 

Campbell Model Toy Co. 
23 Haverty St. 
Boise, ID 56483 

Dr. Alan Farmer 
465 Astor Ct. 
Crandale, NJ 07568 

Cl 
0 

(.) 
::, 

.!3 

{l 
1il 
., 

.,, 
., 

Here are some state abbreviations. (You can get the complete list at your post office.) }
Alabama AL District of Columbia DC Maryland MD 

Alaska AK Florida FL Massachusetts MA 

Arizona AZ Georgia GA Michigan MI 
California CA Hawaii HI Missouri MO 
Colorado co Idaho ID New Jersey NJ 
Connecticut CT Illinois IL New York NY 

Delaware DE Maine ME 

C. Write the inside addresses for each of the following:
1. White and Grey Paper Co. Their street address is 468 Surrey Lane. The city is Denver. The

state is Colorado, and the zip is 08431.

2. Dr. Zelda Black's office is in the town of Tamsbury in the state of Massachusetts. The
street address is 14 Stateline Road, and the zip is 6 7834.

* ANSWERS ON ACTIVITY SHEET 99B.
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Business Letter Parts: Inside Address 99B 

Name __________________ _ Date ________ _ 

GOING WHERE? 

Explanation and Exerdses 

A. ANSWER TO EXERCISE C ON ACTIVITY SHEET 99A:

1 .  White and Grey Paper Co. 
468 Surrey Ln. 
Denver, CO 08431 

2. Dr. Zelda Black
14 Stateline Rd.
Tamsbury, MA 67834

B. FOUR-LINE INSIDE ADDRESS: When a letter is going to a person at a company, it
usually requires four lines, as in this example.

Mr. Alex Brophy 
Ambassador Publishing Co. 
23 First St. 
Mobile, AL 08648 

Sometimes you will use the person's title also. It goes on the first line, separated from 
the name by a comma, as 

Mr. Alex Brophy, Editorial Assistant 
Ambassador Publishing Co. 
23 First St. 
Mobile, AL 08648 

C. Here are additional rules for a business address.

___.. l. Always abbreviate Mr., Mrs., Ms., Dr. when used before a name. 
---.. 2. Do not abbreviate Miss. 

---.. 3. Capitalize each word of a person's title, such as: Editor, President, Sales Manager, and 
Treasurer, Assistant Principal, etc. 

D. Write a four-line inside address for a letter to each of the following. (See Activities 98B
and 99A for correct street and state abbreviations.)

l. Jack Hermana is the editor of the Elmwood News Dispatch. This newspaper is located at
25 Dispatch Square in Elmwood, Georgia. The zip is 974 53.

2. Mrs. Anita Ostrow is the sales manager of the Cheap Jeans Co. Their address is 5 7 4 Washington
Boulevard in the town of Ramsdale, which is in the state of Michigan. The zip is 97439.

a. -------------- b. 

* ANSWERS ON ACTIVITY SHEET 99C.



Business Letter Parts: Inside Address and Greeting 99C

Name __________________ _ Date ________ _ 

GOING WHERE? 

Explanation and Activities 

A. ANSWER TO EXERCISE D ON ACTIVITY SHEET 99B:

1. Mr. Jack Hermana, Editor
Elmwood News Dispatch
25 Dispatch Sq.
Elmwood, GA 97453

2. Mrs. Anita Ostrow, Sales Manager
Cheap Jeans Co.
574 Washington Blvd.
Ramsdale, MI 97439

B. GREETING: The greeting appears below the inside address.

-. Begin the greeting at the left margin.

_. Use the last name only in the greeting preceded by Mr., Mrs., Ms., Miss, or Dr. 

-. A common greeting in a business letter is Dear Sir: or Dear Sirs: or Gentlemen: 
(These are only for men.) The greeting in a business letter is followed by a colon(:). 

C. EXAMPLES: The greetings that follow the inside addresses in A would be

1. Dear Mr. Hermana:

2. Dear Mrs. Ostrow:

D. Write an inside address and greeting for a letter to each of the following:

1. This is a letter to the Surplus Catalog Co. The person to whom you are writing is Ms.
Toni Varno. She is a marketing manager. Surplus Catalog Co. is located at 98 Main St. in
Baltimore, Maryland. The zip is 46210.

2. Write the inside address and greeting of a letter to the research director at Flagler
Institution. His name is Jonathan Wexler. The Flagler Institution is in Gainesville,
Florida. It is at 89 College Boulevard. The zip is 06423.

* ANSWERS ON ACTIVITY SHEET 99D.
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Business Letter Parts: Closing 99D 

Name 
--------------------

Date 
----------

GOING WHERE? 

Explanation and Exerdses 

A. ANSWERS TO EXERCISE D ON ACTIVITY SHEET 99C:

1. Ms. Toni Varno, Marketing Manager
Surplus Catalog Co.
98 Main St.
Baltimore, MD 46210
Dear Ms. Varno:

2. Mr. Jonathan Wexler, Research Director
Flagler Institution
89 College Blvd.
Gainesville, FL 06423
Dear Mr. Wexler:

B. The closing in a business letter is written after the message.

1. The closing begins in the middle of the line at the same point as the return address.

2. The closing is always followed by a comma (,).

3. The first word of the closing begins with a capital.

4. All other words in the closing are written lower case.

C. Some common closings for business letters are

Yours truly, 
Sincerely, 
Yours very truly, 
Sincerely yours, 
Very truly yours, 

D. Each of the following closings is incorrect. Write it correctly on the line.

1. Yours Truly,

2. sincerely

3. Sincerely yours

4. Yours very Truly,

5. Very Truly Yours

*SEE ANSWERS BELOW.
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Business Letter: Complete Form 1 OOA

Name _________________ _ Date ________ _ 

SET IT UP! 

Example, Prewriting, and First Draff 

A. HERE IS THE CORRECT FORM FOR A BUSINESS LETTER:

(Writer's street address) 
(City, state, and zip) 
(Current date) 

(Name of person or company to whom you are writing) 
(Their street aqdress) 
(City, state, and zip) 

Dear Sir (or name of person): 

Your message will appear here. This is called the body of the letter. 
State your message clearly. 

Yours truly, 

(Sign your name here) 

Enc. (This indicates that you are enclosing something.) 

B. PREWRITING: You are going to write a letter to the Smithsonian Institution. The address
is 10th St. & Constitution Ave. NW in Washington, D.C. The zip is 20560. You need informa­
tion for a report on Native American tribes of the Southwestern United States (You are not real­
ly going to write a report, just the letter!) Make your prewriting notes for this letter as follows:

1. Write your return address here.

2. Write the inside address here.

3. Write a greeting here.

4. Write the first sentence of your letter on the line below.

C. On a separate paper, write a first draft of your letter. Follow the business letter form
in A above. This is just a first draft, so don't be concerned about spelling or grammar.
Concentrate on getting down your thoughts and using correct business letter form.

l



Business Letter: Complete Form 100B 

Name __________________ _ Date ________ _ 

SET IT UP! 

Revising and Writing a Final Copy 

A. Edit and revise the letter you wrote for activity l00A, using the following guidelines:

1. Is the return address in the upper right?

Did you write your street address on the first line? 
Did you write your city, state, and zip on the second line? 
Did you write today's date on the third line? 

2. Does each line of the inside address begin at the left margin? Does it look like this?

Smithsonian Institution 
10th St. & Constitution Ave. NW 
Washington, DC 20560 

3. Since you are not writing to a person, your greeting should be Dear Sirs: or Gentlemen:

4. Does the message tell what information you want and why you need it?

5. Does the closing begin in the middle of the line under the return address? Is there a
comma after the closing?

6. Did you sign your name under the closing?

B. Write the final copy of your letter in the box below.



Job Application Letter 1 01 A 

Name __________________ _ Date ________ _ 

I CAN DO IT! 

Explanation and Prewriting Activities 

A. JOB APPLICATION LETTER: A letter is important when
applying for a job. In it, you must

_.. 1. state the job for which you are applying. 
-.. 2. describe your qualifications for the job. 
_.. 3. offer references, if possible. 
-.. 4. persuade the reader that you are the best person for the job. 
_.. 5. produce a letter that is correctly written and set up. 

B. Here are three ads from a local newspaper, The Sharpville Herald, in Sharpville, AL 35207.

D Counselors-in-training needed for community day camp, ages 12+. Must be excellent
swimmers and good with young children. Box #89 

D Newspaper delivery routes available. Must be reliable and able to make early morning 
deliveries. Box #56 

D Mother's helper to assist with two boys ages 4 and 2. Four days weekly after school, 
hours to be arranged. Write, giving age and experience. Box #93. 

C. Check one of these ads; then complete this brainstorming list.

BRAINSTORMING LIST 

1. In the box below, list any experience you have had doing this kind of work. (You don't
need sentences-just words and phrases.)

2. In the box below, list any skills and knowledge you have that will be useful in this job.
Gust words and phrases)

3. In the box below, state your reasons for wanting this job.

4. In the box below, name any who could give you a reference.

5. Write an opening sentence for your letter on the line below.
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Job Application Letter 1 01 B 

Name __________________ _ Date ________ _ 

I CAN DO IT! 

Writing a First Dra� 

A. Write the first draft of a letter applying for one of the jobs listed in Activity 101A.

1. Use the box number in the ad as the first line of the inside address.

2. Since this is a box number, use Dear Sir: as your greeting.

3. Begin your message with the opening sentence you wrote in your brainstorming list.

4. In the next paragraph, state your skills, knowledge, experience, and references, if any.

5. In the third paragraph, state your reasons for wanting this job and why you think you
should get it.

6. Follow the guide below for correct business letter form.

Write your first draft below. 

(Write your street address above) 

(Write your city, state, and zip here) 

(Write today's date here) 

(Write the Box # above) 

(Write the name of the newspaper here) 

(Write the city, state, and zip here) 

(Write the greeting here) 

(Begin the message here) 

(Write the closing here) 

{:Sign your name liere) 



Job Application Letter 1 01 C

Name _________________ _ Date ________ _ 

I CAN DO IT! 

Revising and Writing a Final Copy 

A. Edit and revise the first draft of your letter of application for a job, using the following
questions as guidelines:

_,. 1. Does the first paragraph tell why you are writing? 
_,. 2. Does the second paragraph state your skills and experience? 
_,. 3. Does the third paragraph state clearly why you should get the job? 
_,. 4. Does the inside address and the greeting begin at the left margin? 
_,. 5. Did you indent at the beginning of each paragraph? 
_,. 6. Are the parts of the letter correct? 

a. Do you use the correct abbreviation for the state in the return address and the
inside address? 

b. Is there a comma between the city and state?
c. Did you spell out the month in the date?
d. Is there a colon after the greeting?
e. Does the first word of the closing begin with a capital letter?
f. Did you put a comma after the closing?

Write the final copy of your letter below. 
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WRITING SKILLS Problem Solver 
JOI Ready-to-Use Writing Process Activities.for Correcting the Most Common Errors 

Carol H. Behrman 

T
his unique resource provides over 250 ready-to-use activity sheets to correct 101 of the most common writing 
errors made by students in grades 4 and up, from often-confused words and double negatives to indefinite 
pronouns, run-on sentences and irrelevant details. 

For each error, you'll find two or more reproducible activity sheets based on steps in the writing process to give 
students the information and practice they need to understard and correct that problem. The activities feature 
simple, clear directions and can be completed independently with a minimum of teacher supervision. 

To assure easy access and use, materials are organized into eight sections and printed in a big spiral-bound format 
that folds flat for photocopying of any activity sheet as many times as required. And most activities include solution 
keys for self-correction and evaluation. 

Here's just a sampling of the ready-to-use help you'll find in each section: 

Word Usage Help provides 35 activities for words often confused (Are You Ready Already?), idiomatic usage (Agree 
to What?), illiteracies and colloquialisms (Nowhere! Nohow!), and triteness and double negatives (When No Means 
Yes). 

Punctuation Help features 28 activities for use of the comma (Lists and Separators), period, question mark, excla-
mation point (Stop!) and more (Semicolon Suggestions and Hyphen Help),. .,,, 
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