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Nouns
A noun is a grammatical term we use to name an object or concept .Those nouns which refer to some thing or an object that can be touched ,smelled , seen  and tasted are called Concrete Nouns e.g. (man – cat- table –cheese) .
A group of nouns which refer to conceptual meaning are called Abstract Nouns .They can't be recognized by our sense directly e.g. (happiness- love- sadness- courage).

	Abstract Nouns
	Concrete Nouns

	love
	car



	happiness
	food



	Frustration
	body



	Fantasy
	mirror




Now Practice[image: image1.wmf]
Underline the concrete Nouns once and the abstract nouns twice:

1/ every man and woman looking for happiness.
2/ The great temple has been destroyed by the act of anger and malignancy

3/ Love and serenity are the secret of successful marriage that every husband and wife should obtained.

4/ Sámi is working hard nowadays as he is preparing himself for the next exams.

5/ our students are the great builders of future.

6 / my little daughter can play guitar quite well, she used to play it since she was nine.

7/ we need to see all citizens of our country live in peace, harmony and prosperity

8/  Life is a journey.

9/   once the vehicle had stopped, Gabriel and Teresa entered old cargo container looking for some thing to eat.

10/  Death is the great leveler

Proper Nouns :
A proper noun is the special word that we use for a person , place or organization , like John , Ahmed , London . A name is a noun , but a very special  noun – a proper noun has a special  rule .
	Proper Noun
	Common noun

	John
	man

	Mery
	Woman, girl 



	England, London
	Country , town



	Ford , Sony
	Company 




Possessives Case :
When we want to show that something belongs to some body or some thing , we usually add 's to singular noun and an apostrophe '  to the plural noun , for example :
· The boy's ball ( one boy ) 

· The boys' ball (two or more boys ) 

 Now Practice[image: image2.wmf]
1/ Which of the following is not a noun ?
A . Yellow 

B. Dog 

C. Note book 
2 / Read the following sentence :
People around looked very happy 

Which of the following is a noun? 
A. People 

B.  Around 
C. Looked 
3/ Which is a noun ?

A. send 

B. Blue 
c. TV 

4 / Which of the following is countable noun ?

A. Table 

B. Water 

C. Computer 

 5 / Which is a proper noun ?

A. Country 

B. Province 

C. USA

6/  Which isn’t a proper noun ?
A. Sunday 

B. World cup 

C. Saudi Arabia 

Countable & Uncountable Nouns

 A count noun can be singular or plural (e.g. ship) we can say one ship, two ships and three ships , we can count ships so the word (ship) is a countable noun 

  An uncountable noun is a noun that has no singular or plural (e.g. water ) we cant say one water , two water or three waters , so the word water is un countable noun
Examples Of Some Count and Non count Nouns 

	Non Countable Nouns
	Countable Nouns

	water
	   Pens 


	A Pen



	information
	   Cats 


	A  Cat



	Equipment
	  Apartment


	An Apartment



	money
	  Watches


	A Watch



	Furniture


	  Students 


	A student



	News


	Desks


	A desk  



	homework
	Papers


	A paper 

	traffic
	Men


	A man

	accommodation
	Women
	A woman

	travel
	Windows


	A window






Now Practice[image: image3.wmf]
Classify The following Words Into Count or Non Count Nouns

Car- meat – apple- news- luck- minutes-  wall- butter- cheese- work –

Weather- desk- milk- force- peace- magazine- juice- money 

	Uncountable Nouns


	Countable Nouns

	
	


Plural Forms
The general rule for plural in English is to add (-s) at the end of noun.

e.g.
Book – books

Table- tables

Paper- papers

The Other groups of nouns which don’t undergo this general rule of plurality are called (irregular)

e.g.
Man- men

Woman- women

Goose- geese

Regular Plural

The general rule of plurality is to add (-s) at the end of the noun.

Spelling Rules:
Nouns That End In (-s , -ss, -sh, - x, -ch, -o) take  (-es)  in their  plural form

	Plural
	Singular

	buses
	bus

	bosses
	boss

	brushes
	brush

	foxes
	fox

	churches
	church

	tomatoes
	tomato


Study also the following plural forms:
Knife →    knives

Wife   →    wives

life→     lives
When a word  ends in consonant + y , we change Y into  (ies) 

Lady → ladies 

Family → families 

City → cities 

We don’t change Y into ies if it preceded by a vowel 

Boy → boys

Day → days

Journey → journeys 
· Singular Or Plural ?
A. Some nouns have only a plural form ( with s ) and take a plural verb 

The clothes were hanging on the line 
The goods have been sent to you by  post .

My belongings are all packed up in suitcase .
B. Some nouns have a plural form (with s) but take singular form 
The news were worse than I expected 

Politics is an interesting subject 

Nouns taking a singular verb
	The subjects : politics , economics , mathematics , physics 

The activities : athletics , gymnastics 

The Games : billiards , darts , dominos 

The illness : measles



C. Some nouns have the same singular and plural nouns form :
This means of transport  is  expensive 

Both these means of transport  are  expensive .

Nouns With One Form 
Means , Works  ( factory / factories ) , headquarters ( main office ) , Crossroads 

Series ( e.g. a series of TV documents ) , species ( kind , type )
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1/ Complete the following sentences with the correct form :

The man twisted June's left…………………..

A. arms 

B. arm 

C. arm's

D. arming

2. Read and complete the following sentence :

Math …………………… my favorite subject .

A. is 

B. are 

C. be 

D. were 

3/ Read and complete the following sentence :

……………………………………….. for your letter 

A. Thank 

B. Thanking 

C. Thanks 

D. Thinks 

4/ Complete the following sentence :

We are going to spend all our ……………………………………

A. saving 

B. savings 

C. saves 

D. save 

5/ Complete the following sentence :

The clothes ………………………………………… hanging on the line .

A. was

B. were 

C. be 

D. is 

6. Choose the correct answer 

Physics ……………………..to interest Ali 

A. seem 

B. seems 

C. seeming 
D. seams 

7/ Choose the correct Answer 

The television news ……………………………………….. at 10 o'clock .

A. be 

B. were

C. are 

D. is 


	Pronouns




Pronouns are small words that take the place of a noun . We  can  use   a pronoun instead of a noun . Pronouns like : he , you , ours , themselves .

If we didn’t have pronouns , we would have to repeat a lot of words .

We would have to say things like :

· Do you like the president ? I don’t like him .He is too pompous .

 Here  the two words  ( he  - him ) act as pronoun which replace the word ( president ) .

Personal Pronouns

	SUBJECT PRONOUNS 
	OBJECT PRONOUNS 
	POSSESSIVE ADJECTIVES 
	POSSESSIVE PRONOUNS 
	REFLEXIVE PRONOUNS 

	I 
	me 
	my 
	mine 
	myself 

	you 
	you 
	your 
	yours 
	yourself 

	he 
	him 
	his 
	his 
	himself 

	she 
	her 
	her 
	hers 
	herself 

	it 
	it 
	its 
	(its) 
	itself 

	we 
	us 
	our 
	ours 
	ourselves 

	you 
	you 
	your 
	yours 
	yourselves 

	they 
	them 
	their 
	theirs 
	themselves 


Subject Pronoun :  She likes home work                                                                                                                         
Object Pronoun :  The teacher gave me some homework
Possessive   :   This  home work  is  yours 


Reflexive :  John  did  the  work  himself
Possessive adjective :  the teacher corrected our homework  
Now Practice[image: image5.wmf]
1.   A pronoun takes the place of :  
A. a noun 

B. a preposition 

C. an adjective 

D. a verb 

2.  Which isn’t a subject pronoun ?
a/ we 

b/ It 

c/ They 

d/ Her 

3 /  Read this sentence :
I saw myself in the mirror
Which of the above is a reflexive pronoun ?

A. I 

B. Myself 

C. Mirror 

D. All of the above 
4    /  The boys   have   already   taken  their  breakfast  . which of the   following pronouns  replaces  the underlined noun

a/  It     b/ Them     C/ Their     d / They  

5  /  Read the following sentence.

Kiron and I met for coffee

Which of the following replaces   " Kiron and I "  ?

a/ us       b/  we      c/ our      d/ 
6  /   Read the following sentence.

I have borrowed a book from Mr. Johnson 

Which of the following replaces " Mr. .Johnson " ?

a/ he   b/ his    c/ him     d/ himself 

7  /  Select  the  correct  sentence  from  the  followings 

a/ I saw  him  while  he  was  coming  back  home 

b/ I saw  his  while  he  was  coming  back  home 

c/ I  saw  he  while he was  coming  back  home 

d/ I  saw  him  while  he's  coming  back  home  

8 /   Read  the  following  sentence

.

I have read the book several times .

Which of the followings replaces " the book " ?

a/  Its            b/   It       C/     Itself     d/    None of theses

9  /  Read  the  following  sentence 

Don’t wake the children up , they have already taken their meal 

Which of the followings replaces   (the children )   ?

a/ their           b/  they               c/ them             d/  themselves  

10/      Read  the  following  sentence

Mr. Adam was talking to Jenny, when he heard aloud noise . 

Which of the following replaces ( Jenny ) ? 

a/  she        b/    her          c/   hers      d /  herself 

11  /   It isn’t my book . Its ………………….

a/ them                b / they         c/ their        d/ theirs 

12/   Whose  pen  is  this ?

A  /   Its  me           b / Its   my         c /  Its  mine       d  /  Its  I am 

13 /   I am returning the books because they are :
a   /  yourُs        b  /  yours        c  / yours'            d  /    your   


	ARTICLES




An article  is  a  kind  of  adjective  which  is  always   used   with   and     gives      some information  about a noun . There are   only two articles ( a – the ) .with singular  nouns which start with vowel ( I , o , e , u , a ) we use ( an ) instead of ( a)     
A:    Both of the indefinite articles ( a- an ) go with singular nouns 
e.g :

 He left a case and a book.

She ate a banana and a piece of cake 

B:  With the singular  nouns that start with a vowel letter  ( a-o-u-e-i)  we use  (an)  instead  of (a)

e.g :

She saw an elephant while she was coming back home.

He had an accident last week.

C:  We use (a /an) when we mention something for the first time .

e.g. :

We booked a room in a hotel , the hotel is near the river and the room is quite big.

D:  We use (a/ an) to say what someone job is .

e.g. : 
Sarah is a nurse and his brother is a policeman  
E:    We use (a/an) when we aren’t saying which one .

e.g. :

A tourist  arrived in a hotel to look around the town .

Definite Article ( The) :

A:   (The ) goes with both of singular and plurals and with uncountable nouns 
e.g. :

He needed a case   ( singular )

He needed the case   ( plural) 

He needed the luggage   ( uncountable )

B:  When the same thing mentioned in the sentence for the second time, the noun has the  .

e.g. :

 A tourist arrived in a hotel  to look around the hotel . The tourist didn’t return to the hotel .

C  :  When there is only one of things we are talking about , we use the.

e.g :
The earth goes around the sun .
We shouldn’t pollute the environment 

D: We usually use the before the names of  seas ,rivers , oceans , mountains and  streets 
e.g 

The Everest 

The River Nile 

The Atlantic 

E: The is also placed before the (superlative adjectives )

e.g. Ahmed is taller than Sámi, but Ali is the talles
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Choose The Best Answer :1
1. How many articles are there in the following sentence

That was the best movie I have  ever seen in a year 

A.1

B. 2

C. 3

D.4

2/ Which is not correct ?

A. I see a cat .

B. I see her cat 

C. I see cat 

D. I see the cat 

3. Put the correct article .

He is …………………. honorable man .

A. a 

B.  an 

C.  The 

D. None of these
4  /  Put the correct article .

Ahmed is …………………. M.A , B.Ed 

A . a 

B. an 

c. the 

d. None of these
5/ Put the correct article .

………………………. time is 3:29 pm .

A. a 

B.  an 

C. the 

D. None of these 

6/ Put the correct article .

I saw …………………….. great many people here .

A. a 

B. an 

C. the 

D. none of the above
7/ I was watching TV at home when suddenly  ………..  rang 

A. door bell
B. the door bell  

C.   an door bell  

D. None of these 


	Verbs




A verb is often defined as a word which shows action or state of being . The verb is the heart of a sentence – every sentence must have a verb
Recognizing the verb is often the most  important  step   in   understanding   the meaning of a sentence. In the sentence The dog bit the man, bit is the verb and the word which shows the action of the sentence.  In the sentence The man is sitting on a chair, even though the action doesn't show much activity, sitting is the verb of the sentence.  In the sentence She is a smart girl, there is no action but a state of being expressed by the verb is. The word be is different from other verbs in many ways but can still be thought of as a verb.
One of the most important things about verbs is their relationship to time.  Verbs tell if something has already happened, if it will happen later, or if it is happening now.  For things happening now, we use the present tense of a verb; for something that has already happened, we use the past tense; and for something that will happen later, we use the future tense.  Some examples of verbs  in each tense are in the chart below: 
  

	Present
	Past

	Future

	look
	Looked

	will look

	move
	Moved

	will move

	talk
	Talked

	will talk


Subject –Verb Agreement :
A verb must "agree" with its subject. Subject-verb agreement generally means that  the third person singular verb form must be used with a third person subject in the simple present tense. The  word be - the most irregular and also most common verb in English - has different forms for each person and even for the simple past tense.  The forms of the word be are given in the chart below: 
  

	Number
	Person
	Present
	Past
	Future

	Singular
	1st (I)
	Am

	was
	will be

	
	2nd (you)
	Are

	were
	will be

	
	3rd (he, she, it)
	Is

	was
	will be

	Plural
	1st (we)
	Are

	were
	will be

	
	2nd (you)
	Are

	were
	will be

	
	3rd (they)

	are
	were
	will be


Main Verbs and Helping Verbs :
Verbs can be roughly divided into two groups ; main verbs and helping or auxiliaries 

Ahmed is  coming now  ( " is "  is an auxiliary while come is a main verb.

	Pronouns 
	Present 
	Past 

	I
	Am


	was

	He – she – it 
	Is 


	was

	You – they – we 
	Are 


	were

	I- you – we – they 
	Do 


	Did 

	He – she – it 
	Does 


	Did 

	He – she – it 


	Has 
	Had 

	I- You – We – They 


	Have 
	Had 


	Adverbs





Adverb can modify a verb , an adjective , another adverb , a phrase or a clause . An adverb indicates manner, time , place , cause , or degree and answer questions such as " how " , "when " , "where " and " how much "
Adverbs  are usually formed by adding the suffix " ly " at the end of the word 

e.g 

quick -----quickly

slow-------slowly 

heavy------heavily 

The seamstress quickly made the mourning clothes .

It was raining heavily all the last night .

Kinds of Adverbs :
Adverbs of Manner 
She moved slowly and spoke politely .

Adverbs of Place 
She still lives there now
Adverbs of Frequency 
She often goes there by bus .

Adverbs of purpose 

She drives her boat slowly to avoid hitting the rocks .
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1. Adverb qualifies a ……………….

A. noun 

B. verb

C. adjective 

D. article 

2.Which contains an adverb ?
A. three women 

B. was dirty 

C. very funny 

D. early morning 

3 Which contains an adverb ?

A. rich man 

B. study hard 

C. one time 

D. easy job

4. Read the following sentence .

She moved slowly and spoke politely.

Which kind of adverb have been used here ?

A. Adverbs of manner 

B. Adverbs of place 

C. Adverbs of frequency 

D. Adverbs of time 

5. Read the following sentence .

She still lives there now .

Which kinds of adverb have been used ?

A . Adverb of manner

B. Adverb of place

C. adverb of frequency

D. Adverb of time

6. What is the most commonly ending for adverbs ?

A. –ive 

B. –ate 

C. –ly

D. –tion 


	Prepositions




A preposition is a word which shows relationships among other words in the sentence . The relationship include direction, place , time, manner, cause and amount .
In the sentence she went to the store , to is a preposition which shows direction . In the sentence he came by bus , By is a preposition which shows manner .
The following table contains rules for some of he most frequently prepositions in English .

	English
	Usage
	Example

	· on
	· days of the week
	· on Monday

	· in
	· months / seasons 

· time of day 

· year 

· after a certain period of time (when?)
	· in August / in winter 

· in the morning 

· in 2006 

· in an hour

	· at
	· for night 

· for weekend 

· a certain point of time (when?)
	· at night 

· at the weekend 

· at half past nine

	· since
	· from a certain point of time (past till now)
	· since 1980

	· for
	· over a certain period of time (past till now)
	· for 2 years

	· ago
	· a certain time in the past
	· 2 years ago

	· before
	· earlier than a certain point of time
	· before 2004

	· to
	· telling the time
	· ten to six (5:50)

	· past
	· telling the time
	· ten past six (6:10)

	· to / till / until
	· marking the beginning and end of a period of time
	· from Monday to/till Friday

	· till / until
	· in the sense of how long something is going to last
	· He is on holiday until Friday.

	· by
	· in the sense of at the latest 

· up to a certain time
	· I will be back by 6 o’clock. 

· By 11 o'clock, I had read five pages.


Prepositions Of Place 
	English
	Usage
	Example

	· in
	· room, building, street, town, country 

· book, paper etc. 

· car, taxi 

· picture, world
	· in the kitchen, in London 

· in the book 

· in the car, in a taxi 

· in the picture, in the world

	· at
	· meaning next to, by an object 

· for table 

· for events 

· place where you are to do something typical (watch a film, study, work)
	· at the door, at the station 

· at the table 

· at a concert, at the party 

· at the cinema, at school, at work

	· on
	· attached 

· for a place with a river 

· being on a surface 

· for a certain side (left, right) 

· for a floor in a house 

· for public transport 

· for television, radio
	· the picture on the wall 

· London lies on the Thames. 

· on the table 

· on the left 

· on the first floor 

· on the bus, on a plane 

· on TV, on the radio

	· by, next to, beside
	· left or right of somebody or something
	· Jane is standing by / next to / beside the car.

	· under
	· on the ground, lower than (or covered by) something else
	· the bag is under the table

	· below
	· lower than something else but above ground
	· the fish are below the surface

	· over
	· covered by something else 

· meaning more than 

· getting to the other side (also across) 

· overcoming an obstacle
	· put a jacket over your shirt 

· over 16 years of age 

· walk over the bridge 

· climb over the wall

	· above
	· higher than something else, but not directly over it
	· a path above the lake

	· across
	· getting to the other side (also over) 

· getting to the other side
	· walk across the bridge 

· swim across the lake

	· through
	· something with limits on top, bottom and the sides
	· drive through the tunnel

	· to
	· movement to person or building 

· movement to a place or country 

· for bed
	· go to the cinema 

· go to London / Ireland 

· go to bed

	· into
	· enter a room / a building
	· go into the kitchen / the house

	· towards
	· movement in the direction of something (but not directly to it)
	· go 5 steps towards the house

	· onto
	· movement to the top of something
	· jump onto the table
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· How many prepositions are there in the sentence ?  .

I will go to Jeddah next week if I have enough time and money .  
A. 1

B. 2

C. 3

D. 4 

2/ Which isn’t a preposition?
A. at 

B. has 
C. of 

D. in

3/ Complete the following sentence with correct preposition ?
Who is knocking ………………………… the door ?

A. at 

B. in 

C. on 

D. of 

4/ Complete the following sentence with correct preposition .
The cat climbs ………………………. the tree .

A. up 

B. on 

C. in 

D. into 

5/ Divide these notes …………………….. Ali and Ahmed 
A. among 

B. of

C. on

D. between 

6 / Anwar jumps ……………………………. the river .

A/ in 

B. On 

C. at 

D. into 

 7 /Complete the following sentence  with correct preposition 
He walked ……………………….. the room .

A. on 

B. into 

C. to 

D. of 

8/ Complete the following sentence 

They go …………………………. Academy every day .

A. for 

B. to 

C. into 

D. with 

9 / Complete the following sentence 

He promised me to be here …………………….. Sunday 

A. to 

B. at 

C. on 

D. in 

10 / He is blind ……………………one eye .

A. of

B. on

C. at

D. to 


	Subject & Predicate




Every complete sentence contains two parts ;  a  subject  and  a  predicate .
The subject is what ( or whom ) the sentence is about , while the predicate tells something about the subject . In the following sentence , the predicate is enclosed in brackets while the subject is highlighted .

Judy   ( runs )

Judy and her dog   ( run on the beach every morning ) 

To determine the subject of a sentence , first isolate the verb and then make a question by placing " who " or " what " before it ---- the answer is the subject .
Ahmed  wrote many novels during his last few years . 

Ahmed  is  the subject of the sentence .

The underlined words are the predicate 

Simple subject & Simple Predicate 

Every subject is built around one noun or pronoun  ( or more ) that , when stripped of all the words that modify it , is known as the simple subject 
Consider the following example :

A piece of pepperoni pizza would satisfy his hunger .

The subject is built around the noun " piece " , with the other words of the subject  modifying the noun " piece " is the simple subject .

Like wise , a predicate has at its centre a simple predicate , which is always the verb or verbs that link up with the subject . In example we just considered , the simple predicate is " would satisfy " in other words the verb of the sentence .

Now Practice         [image: image9.wmf]
1. Each sentence contains two parts subject and ………………………………..

A. Verb

B. object 

C. predicate 

D. pronoun 

2. Read the following sentence 

Asad and his friend  are going to mosque 
The predicate in the above sentence is :

· to mosque 
· Asad and his friend 

· Are  going to mosque 

· And his friend are 

3. Read the following sentence .
  Ahmed went to Jeddah yesterday 

Which of the above is subject ?

A. went 

B. to Jeddah 

C. Ahmed 

D. Yesterday 

4/ Read the following sentence 
All students play football today .

Which of the above is subject ?

A. All the students 

B. Play 

C. Is 

D. Today 

5/ They are working hard these days 

Which of the above is the predicate ?

A. they are working 

B. are working 

C. are working hard these days 

D. hard these days 

6/ Read the following sentence 

Was she reading a book ?

Which of the above is the subject ?

A. was 

B. she 

C. reading 

D. a book 

	Adjectives





An adjective modifies a noun or a pronoun by describing ,  identifying   or qualifying words . An adjective usually precedes the noun or pronoun which it modifies . 

In the following examples , the highlighted words are adjectives .

The truck  - shaped balloon floated over the treetops 

Mrs. Morrison papered her kitchen walls 

The small boat foundered on the wine dark sea .

Degrees Of Adjectives :
Adjectives  express  the  degrees  of  modification   :

Gladys is a rich woman , but Josie is richer than Gladys , and Sadie is the richest woman .

The degrees of comparison are known as the positive , the comparative , and the superlative . ( actually ,only   the comparative and superlative show degrees) . We use the comparative for comparing two things and the superlative for comparing three or more things.

 Degree of Adjectives 
	Positive 
	Comparative 
	Superlative 

	Big 
	Bigger 
	Biggest 

	Small 
	Smaller 
	Smallest 

	Early 
	Earlier 
	Earliest 

	Comfortable 
	More comfortable 
	Most comfortable 

	Dangerous 
	More dangerous 
	Most dangerous 

	Attractive 
	More attractive 
	Most attractive 


one syllable adjectives  ( small / tall ..etc ) end with ( -er ) in comparative form and ( -est ) in superlative , while multi  syllabic  adjectives  are  usually preceded by ( more- ) in their comparative form and (-most ) in superlative .
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1/ Hasan is ……………….. than Khalid 

A. old 

B. Older 

C. Oldest 

D. Olding 

2 / Complete the following sentence 

TV sets are ………………..than radios 

A. expensive 

B. most expensive 

C. much expensive 

D. more expensive 

3/ Everest is the …………………………….. mountain in the world .

A. high 

B. higher 

C. highest 

D. height 

4/ which of the following is the superlative degree of adjective ?
A. good 

B. better 

C. best 

D. none of these 

5/ Rich is the …………………………………..degree of adjective .

A . positive 

B. Comparative 

C. superlative 

D. All of these 

6/ Which of the following is an  " adjective " 

A. Went 

B. Beautiful

C. Ahmed 

D.  Food 

7 / She has done the work …………………… than I'm .
A. good 

B. best 

C. better

D. None of these 

8 / Salim is one of the …………………… distinguished students in the class.
A. more 

B. most 

C. much 

D. many 

9/ Read the following sentence 

This is the most expensive antique gold jewelry .

How many adjectives are there in the above sentence 

A. 3

B. 4

C. 5

D. 6

10/ The news is ………………. than I expected .
A. bad 

B. badder 

C. worse 

D. worser

	
Words Formation



Prefixes & Suffixes 
A prefix is an affix that is placed at the beginning of a word or base . One the

Other hand , a suffix is an affix that is added at the end of a word or base . 
Prefixes and suffixes change or add to the meaning of words .
e.g

prefix                   root                  word 
Pre -                       history          prehistory  

Fore-                        father            forefather 

Suffix                      root                        word 
- ment                        develop                    development
- ity   
real                         reality

Below is the list of some commonly used prefixes followed by a list of some 
Common suffixes               
	ab,abs
	from, away from
	abduct lead away, kidnap, abjure renounce

	ad, ac, af, ag, an, ap, ar, as, at
	to, forward
	accord agreement, harmony, affliction cause by distress, aggregation collection, annexation addition, appease bring toward peace, arraignment indictment, assumption arrogance, taking for granted, attendance presence, the persons present

	ambi
	both
	ambiguous of double meaning, ambivalent having two conflicting emotions

	an, a
	without
	anarchy lack of government, amoral without morals

	ante
	before
	antecedent preceding event or word, antediluvian ancient

	anti
	against, opposite
	antipathy hatred, antithetical exactly opposite

	arch
	chief, first
	archetype original, archbishop chief bishop

	be
	over, thoroughly
	bedaub smear over, befuddle confuse thoroughly

	bi
	two
	bicameral composed of two houses, biennial every two years

	cata
	down
	catastrophe disaster, cataract waterfall, catapult hurl

	circum
	around
	circumnavigate sail around, circumspect cautious, circumscribe limit

	com, co, col, con, cor
	with, together
	combine merge with, coeditor joint editor, collateral subordinate, connected, conference meeting, corroborate confirm

	contra, contro
	against
	contravene conflict with, controversy dispute

	de
	down, away
	debase lower in value, decadence deterioration

	di
	two
	dichotomy into two parts, dilemma choice between two bad alternatives

	dia
	across
	diagonal across a figure, diameter distance across a circle

	dis, dif
	not, apart
	discord lack of harmony, differ disagree

	ex, e
	out
	exit, exodus, emit give off something

	extra, extro
	beyond, outside
	extracurricular beyond the curriculum, extraterritorial beyond a nation’s bounds, extrovert person interested in external objects and actions


List Of some Common Words Endings ( Suffixes )
	able, ible
	capable of (adjective suffix)
	portable able to be carried, legible able to be read

	ac, ic
	like, pertaining to
	cardiac pertaining to the heart, aquatic pertaining to the water

	acious, icious
	full of
	audacious full of daring, avaricious full of greed

	al
	pertaining to
	maniacal insane, portal doorway, logical pertaining to logic

	ant, ent
	full of
	eloquent pertaining to fluid, effective speech, suppliant pleader, verdant green

	ary
	like, connected with
	dictionary book connected with words, honorary

	ate
	to make (verb suffix)
	consecrate to make holy mitigate to make less severe

	ation
	that which is (noun suffix)
	exasperation irritation irritation annoyance

	cy
	state of being (noun suffix)
	democracy government ruled by people 

obstinacy stubbornness

	eer, er, or
	person who (noun suffix)
	mutineer person who rebels 

teacher person who teaches censor person who deletes improper remarks

	ism
	doctrine, belief (noun suffix)
	monotheism belief in one god

	ist
	dealer, doer (noun suffix)
	realist one who is realistic

	ity
	state of being (noun suffix)
	sagacity wisdom

	ive
	like (adjective suffix)
	quantitative concerned with number or volume

	ize, ise
	to make (verb suffix)
	harmonize make harmonious enfranchise make free

	oid
	resembling, like (adjective suffix)
	ovoid like an egg anthropoid resembling a human being

	ose
	full of (adjective suffix)
	verbose full of words

	osis
	condition (noun suffix)
	psychosis diseased mental condition hypnosis condition of induced sleep

	ous
	full of (adjective suffix)
	nauseous full of nausea ludicrous foolish


Now Practice             [image: image11.wmf]
Put the word in brackets into the correct form. You will have to use prefixes and/or suffixes.

1. He was sitting __________________ in his seat on the train.  (comfort)
2. There was a __________________ light coming from the window.  (green)
3. He was acting in a very __________________ way. (child)

4. That girl is very beautiful , She is __________________.   (attract )
5. He's lost his book again. I don't know where he has __________________ it this time. (place)
6. You shouldn't have done that! It was very __________________ of you. (use)
7. He didn't pass his exam. He was __________________ for the second time. (succeed)

8. Some of the shanty towns are dreadfully __________________ . (crowd)

9. The team that he supported were able to win the__________________ . (champion)

10. There is a very high __________________ that they will be late. (likely)

11. I couldn't find any __________________ in his theory. (weak)

12. He wants to be a __________________ when he grows up. (mathematics)

13. You need to be a highly trained __________________ to understand this report. (economy)

14. There were only a __________________ of people at the match. (hand)

15. She arrived late at work because she had__________________ . (sleep)

	Phrasal Verbs




A phrasal verb is a combination of a verb and a preposition , a verb and adverb , or a verb with both an adverb and a preposition , any of which are part of the syntax of the sentence and so are complete semantic unit .sentence however , may contain direct and indirect objects in addition to the verb .
 Phrasal verbs are usually used informally in every day speech as opposed to the more formal Latinate verbs , such as " to get together  rather than " to congregate "  and " to put off " rather than " to postpone " or " to get out rather than " to exit " .
e.g 

She is looking for some thing to eat .  " search "

Below is a list of some common phrasal verbs 
	Verb
	Meaning
	Example

	blow up
	explode
	The terrorists tried to blow up the railroad station.

	bring up
	mention a topic
	My mother brought up that little matter of my prison record again.

	bring up
	raise children
	It isn't easy to bring up children nowadays.

	call off
	cancel
	They called off this afternoon's meeting

	do over
	repeat a job
	Do this homework over.

	fill out
	complete a form
	Fill out this application form and mail it in.

	fill up 
	fill to capacity
	She filled up the grocery cart with free food.

	find out
	discover
	My sister found out that her husband had been planning a surprise party for her.

	give away
	give something to someone else for free
	The filling station was giving away free gas.

	give back
	return an object
	My brother borrowed my car. I have a feeling he's not about to give it back.

	hand in
	submit something (assignment)
	The students handed in their papers and left the room.

	hang up
	put something on hook or receiver
	She hung up the phone before she hung up her clothes.

	hold up
	delay
	I hate to hold up the meeting, but I have to go to the bathroom.

	hold up (2)
	rob
	Three masked gunmen held up the Security Bank this afternoon.

	leave out
	omit
	You left out the part about the police chase down Asylum Avenue.

	look over
	examine, check
	The lawyers looked over the papers carefully before questioning the witness. (They looked them over carefully.)

	look up
	search in a list
	You've misspelled this word again. You'd better look it up.

	make up
	invent a story or lie
	She knew she was in trouble, so she made up a story about going to the movies with her friends.

	make out
	hear, understand
	He was so far away, we really couldn't make out what he was saying.

	pick out
	choose
	There were three men in the line-up. She picked out the guy she thought had stolen her purse.

	pick up
	lift something off something else
	The crane picked up the entire house. (Watch them pick it up.)

	point out
	call attention to
	As we drove through Paris, Francoise pointed out the major historical sites.

	put away
	save or store
	We put away money for our retirement. She put away the cereal boxes.

	put off
	postpone
	We asked the boss to put off the meeting until tomorrow. (Please put it off for another day.)

	put on
	put clothing on the body
	I put on a sweater and a jacket. (I put them on quickly.)

	put out
	extinguish
	The firefighters put out the house fire before it could spread. (They put it out quickly.)

	read over
	peruse
	I read over the homework, but couldn't make any sense of it.

	set up
	to arrange, begin
	My wife set up the living room exactly the way she wanted it. She set it up.

	take down
	make a written note
	These are your instructions. Write them down before you forget.

	take off
	remove clothing
	It was so hot that I had to take off my shirt.

	talk over
	discuss
	We have serious problems here. Let's talk them over like adults.

	throw away
	discard
	That's a lot of money! Don't just throw it away.

	try on
	put clothing on to see if it fits
	She tried on fifteen dresses before she found one she liked.

	try out
	test
	I tried out four cars before I could find one that pleased me.

	turn down
	lower volume
	Your radio is driving me crazy! Please turn it down.

	turn down (2)
	reject
	He applied for a promotion twice this year, but he was turned down both times.

	turn up
	raise the volume
	Grandpa couldn't hear, so he turned up his hearing aid.

	turn off
	switch off electricity
	We turned off the lights before anyone could see us.

	turn off (2)
	repulse
	It was a disgusting movie. It really turned me off.

	turn on
	switch on the electricity
	Turn on the CD player so we can dance.

	use up
	exhaust, use completely
	The gang members used up all the money and went out to rob some more banks.


	Verb
	Meaning
	Example

	call on
	ask to recite in class
	The teacher called on students in the back row.

	call on (2)
	visit
	The old minister continued to call on his sick parishioners.

	get over
	recover from sickness or disappointment
	I got over the flu, but I don't know if I'll ever get over my broken heart.

	go over
	review
	The students went over the material before the exam. They should have gone over it twice.

	go through
	use up; consume
	They country went through most of its coal reserves in one year. Did he go through all his money already?

	look after
	take care of
	My mother promised to look after my dog while I was gone.

	look into
	investigate
	The police will look into the possibilities of embezzlement.

	run across
	find by chance
	I ran across my old roommate at the college reunion.

	run into
	meet
	Carlos ran into his English professor in the hallway.

	take after
	resemble
	My second son seems to take after his mother.

	wait on
	serve
	It seemed strange to see my old boss wait on tables.


Now Practice             [image: image12.wmf]
1. My sister ( discovered ) that her husband died in the war 

A. found out 

B. found up 

C. look after 

D. find in 

2. The children promised to ( visit ) , but they never do 

A. come over 

B. tip over 

C. set up 
D. look after 

3. They tried to ( enter ) through the black door , but it was locked .

A. come in 

B. come on 

C. climb over 

D. go down 

4. Which of the followings means to " feed " ?

A. nourish 

B. drink 

c. sleep 

D. fellow

5/ Which of the following means " to search or seek ' ?

a/ look after    b/ look for      c/ look out    d/ look down 

7/ Which of the following means  " to take care of " ?

a/ look out    b/ look up     c/ look for   d/ look after

8/ Which of the following means  " to refuse or reject " ?

a/  turn out      b/  turn down     c/  turn of       d/  turn in 

9/  Which of the following means  " to become adult  " ?

My mother brought up that little matter of my prison record again

a/ grow in     b/ grow  up    c/ grow  down   d/ grow of 

10 / " The plane went into the air "  the underlined phrase means  :

a/ took up       b/ took down      c/ took off       d/ took of 


	Spelling Rules

 


Writing (and therefore spelling) is a representation of the spoken word. The spoken word is not a representation of writing. Because accents and pronunciation can change easily and quite quickly, whereas what is written in books and dictionaries remains "fixed" for years, as well as for various historical reasons, there is often little correspondence between spoken English (pronunciation) and written English (spelling). English spelling therefore often appears to be totally illogical. The following rules can help you to decode the mysteries of English spelling. But remember, even the
A. Adding -er/est

We make the comparative or superlative forms of short adjectives by adding -er or -est.

Spelling Rule
Just add -er or -est to the end of the adjective, for example:

· quick > quicker > quickest 

· great > greater > greatest 

· full > fuller > fullest

Exceptions

	If the adjective ends in:
	do this:
	and add:
	For example:

	consonant + -y
	change the -y to an -i
	-er

-est
	happy > happier > happiest

	consonant + -e
	remove the -e
	
	late > later > latest

	consonant + vowel + consonant
	double the last letter
	
	hot 


 B.  Adding -ing/-ed

Often we need to add -ing or -ed to a verb to make other forms of the verb, for example:
I was talking when John arrived.

Spelling Rule
Just add -ing or -ed to the end of the base verb:

· work > working > worked 

· play > playing > played 

· open > opening > opened

Exceptions

	If the base verb ends in:
	do this:
	and add:
	For example:

	consonant + vowel + consonant

and a stressed syllable
	double the final consonant
	-ing

-ed
	stop > stopping > stopped
begin > beginning
tap > tapping > tapped

But, for example:
open > opening > opened
(because no stress on last syllable of open)

	consonant + -e
	remove the -e
	-ing

-ed
	phone > phoning > phoned
dance > dancing > danced
make > making
rake > raking > raked
dye > dying > dyed

	-ie
	change the -ie to -y
	-ing
	lie > lying
die > dying

	
	nothing
	-d
	lie > lied
die > died


C.
Adding -s

We add -s to words for two reasons:

1. to make plural nouns (boy > boys) 

2. to form the 3rd person singular of the present simple tense (I work > you work > he works)

Spelling Rule
Just add -s to the end of the word, for example:

· dog > dogs 

· play > plays 

· demand > demands

Exceptions

	If the word ends in:
	do this:
	and add:
	For example:

	-ch
-s
-sh
-x
-z
	nothing
	-es
	church > churches
mass > masses
brush > brushes
fax > faxes
box > boxes
chintz > chintzes

	-f
-fe
	remove the -f or -fe
	-ves
	wife > wives
calf > calves

except:
beliefs, chiefs, dwarfs, griefs, gulfs, proofs, roofs

	consonant + -y
	remove the -y
	-ies
	spy > spies
baby > babies


	Basic Punctuations





PERIOD

1. Use after a complete declarative or imperative sentence. 

exc. 2. "I think I'd better go," she said. 

3. They assigned the task of creating a new imprint to Creed Taylor, who reached for his Roget's and found the word Impulse! (the exclamation was his). 

Whether abbreviations or organizations have periods depends on the publication style. 

4. N.A.A.C.P. or NAACP 

5. Mr. A. or Mr. A (for Mr. Abbott) 

Don't use periods after headlines, subheads or heads, items in a column, index entries, or captions not in sentence form.
In a list of phrases, if one is a complete sentence with a period the others must have periods. 

6.1. Groovy.
2. All right!
3. Have a nice day. 

Don't use a period before a question mark unless the period is for an abbreviation. 

7. Are you a member of the A.C.L.U.? 

Don't use a period after an exclamation point or question. 

8. We haven't seen Oh! Calcutta! 

*9. I didn't write What, Me Worry?. 

Put periods inside quotation marks and double quotation marks, but remember to distinguish a closed single quote from an apostrophe. (British usage distinguishes whether the period is part of the quoted matter; American usage does not.) 

10. "The other was 'The Old Folks at Home.'" 

11. "Thanks for the second helpin'." 

Put a period outside the parentheses if the parenthetical sentence is part of a larger sentence. Put it inside the parentheses if it is not part of another sentence. 

12. According to Rabbi Saul Perlmutter of the U Mass Hillel Foundation, though there have been occasional problems with "graffiti, etc." over the past couple of years, there's been no evidence at all that these incidents were linked to third world students (according to the college's Office of Human Relations, the only perpetrator to be identified was white). 

You can have more than one sentence within parentheses when the parenthetical is within another sentence, in which case each complete sentence would end in a period (or appropriate end punctuation) except for the final word before the end parenthesis. 

13. In the wake of Howard Beach and Forsyth County, this week's New Republic cover bannered the mag's tripronged attack on (well, maybe "embrace of" would be closer. We're talking serious thumb-sucking here) "racism." 

Use a period to end a rhetorical question. 

14. What's the point of going on. 

EXCLAMATION POINT

Use rarely, for strong emotion or after a command. 

* "Leave me alone!" she said. 

* "Wow! That's great," he said. 

Use, again rarely, for emphasis or irony. 

* These children--registered voters!--established the course of the nation. 

QUESTION MARK

Use for direct questions. 

* That mountain (can you see it?) is named Harry. 

*. I ask, do you feel like leaving? 

* Ask yourself, How can we win the war? 

Questions within a sentence can be treated in different ways. 

21. How tall were you when you began school? when you entered high school? when you graduated from high school?
22. Ask the questions What is it, Who wants it, and How much will they pay, and you will get rich. 

*. Are you alone, I wondered? 

*. Suppose he gets hurt? or Suppose he gets hurt.
25. What to wear--a question we all answer every day. 

26. I often wonder, what am I doing here?
27. I often wonder what I am doing here. 

28. She asked herself, When will I learn?
29. When will I learn? she asked herself. (note, no comma) 

30. Will you please leave.
31. Won't you stay? 

32. "You know what," I said. "I've been having fun." 

33. I said, "Who is that?"
34. Did you say, "It's me"? 

35. Wie geht's? (meaning, How's it going?) is German.
36. Did you say, "Comment ça va?" (meaning, How's it going?)?
37. I said, "Where's the 'feen'?" Did you mean to say "bean"?
38. Did somebody yell, "Fire!"?
39. What would she say if I said, "Drop dead!"

Do not use a comma after a question mark or exclamation point, unless the stronger punctuation is part of an italicized title. 

40. Cited in "Do You Speak Clearly?" 5th ed., 1979
exc. 41. Have you read Charge!?
42. Read Charge!, Why Me?, and What!? (note lack of period)
*43. Have you read Why Me?? 

COMMA

Writers use commas in either an open or closed style: "open" means using only the commas that are necessary; "closed" means using as many as are grammatically justifiable. 

44. The soil, which, in places, overlies the hard rock of this plateau, is, for the most part, thin and poor. 

In a series of three or more items, opinion is mixed on whether to use a comma before the conjunction. The Chicago Manual of Style and Strunk and White say "yes." The New York Times and AP say to omit the comma in a simple series, but use it in a complex series. But what constitutes a simple or a complex series? Do the following two sentences have the same meaning? 

45. "Mary, John and Harry are here."
46. "Mary, John, and Harry are here." 

?47. No one came to the hearing but representatives from the Straphangers' Campaign, a lobbyist against Westway and six attorneys. 

?48. Sixty Minutes will include reports on the high cost of getting Alaskan oil to the "Lower 48," radiation pollution caused by everything from highway speed traps to kitchen microwave ovens and Woody Allen. 

?49. Inside the orange pagoda entry to the panda moat, north of the giraffes, dozens of zoo workers rushed about yesterday, planting bamboo trees, affixing plastic shields onto tree trunks to prohibit the giant pandas from climbing the trees and fretting about crowd control.
?50. Although casualty estimates vary, it is widely accepted among scholars that after the sudden collapse of the Chinese defense of Nanjing in December 1937, rampaging Japanese soldiers executed thousands of prisoners of war, men suspected of being soldiers and civilians, and burned the homes of Chinese to keep warm. 

Use a comma in direct address. 

51. "Mr. Mayor, when will you travel to the moon?" 

In titles, don't use a comma to separate Jr. from the name it follows. 

52. Martin Luther King Jr. 

Use commas with dates that include day and year. (Note comma following the year as well.) Usually a comma is not used with dates that include only month and year. 

53. January 18, 2005, is the first day of classes for the spring semester at NYU. 

54. January 2000 was the first month of the '00s, but was it the first month of the new millennium? 

Use commas to separate state from city and state from remainder of sentence. 

55. Albany, New York, is this state's capital. 

Use a comma to introduce direct questions, but not indirect questions. 

56. The problem is how to do it.
57. The problem is, how is it done? 

Use commas for appositives (phrases that explain and have the same grammatical relationship in the sentence as they word they explain). You can replace the word with the appositive and the sentence will still make sense. 

58. The New Yorker, a weekly magazine, became more "newsy" after Tina Brown became editor. 

59. Albany, New York's state capital, is just west of the Hudson. 

Use a comma to separate a title from a name only if the name is in true apposition. The use of an article before the title will usually indicate true apposition. 

60. NYU president Sexton took office in September 2002.
61. The new NYU president, Sexton, took office in September 2002.
*62. NYU president, Sexton took office in September 2002. 

Use a comma before the appositional or, which indicates a different way of saying the same thing. 

63. Earnings amounted to $1,500,000, or 20 cents per share.
?64. Earnings amounted to $1,500,000 or 20 cents per share. 

Use commas to set off nonessential (or nonrestrictive, or nondefining) clauses and phrases (including appositives). However, note that a true appositive is always nonessential, because it is simply another way of describing the person, place, or thing that is the subject of the sentence. To decide whether a phrase or clause is essential or nonessential, it may help to determine what question is being answered. 

65. Men, like Jim and Mike, cannot have babies. (who cannot have babies?)
*66. Men like Jim and Mike cannot have babies. (which men cannot have babies?) 

67. The book that is mine is on the table. (whose book is on the table?)
68. The book, which is mine, is on the table. (where is the book?) (Anyone who looked at sentences 66 and 67 before January 2004 may have found the distinction confusing. I have fixed it, January 5, 2004.) 69. The poet, Longfellow, is buried here. (who is buried here?) 
70. The poet Longfellow is buried here. (which poet is buried here?) 

71. The car, which has three wheels, is cheap. (what is cheap?) 
72. The car that has three wheels is cheap. (which car is cheap?) 

Notice that that introduces essential clauses, while which introduces nonessential clauses. Now look at the following example. 

?73. We therefore oppose any attempt to increase taxes which would harm the recovery and reverse the trend toward restoring control of the economy to individual Americans. [from the 1984 Republican Party draft platform] 

Clauses beginning with -ing verbs are usually set off with a comma, because they are usually not defining clauses. 

74. "I only did what seemed natural," said Smith, smiling nervously as he recounted his Good Samaritan effort. 

*75. Roommates can best get along through compromise appreciating others' differences and being willing to try to solve problems. 

Do not use a comma in a sentence with a compound predicate. 

76. Former president Clinton has an office in Harlem and a home in Chappaqua. 

exc. 77. He stifled the cry that rose to his lips, and lay motionless. [why?] 

If the conjunction joining the compound predicate is but, a comma is often used, but may be omitted if the relationship expressed is a close one. The comma is also often omitted in "not only...but also" constructions. 

78. I forgot my homework, but will bring it in tomorrow.
79. The comma is small but mighty.
80. The house is not only compact but also cleverly designed for its size. 

And conveys a close relationship between ideas of a sentence, while but conveys a separateness in the relationship of ideas. Thus the comma. 

Generally, use a comma to separate independent clauses joined by a conjunction. (with and, not an absolute rule, but is with such conjunctions as but or or) 

81. Della and Robert are visiting Washington and Jean will meet them there.
82. Della and Robert are visiting Washington, and Jean will meet them there.
83. Della and Robert visited Washington, but they did not see the White House.
*84. Della and Robert visited Washington but they did not see the White House. 

*85. The president, as well as his close advisers in the White House and the Cabinet, believe they have a mandate after the 2004 election. 

Do not permit writers to separate a subject from its verb with a comma. 

*86. On the other side of the street, is a camel. 

Introductory clauses and phrases often pose problems. 

87. Soon after, they built a new settlement.
88. Soon after they built a new settlement, they selected a village leader.
?89. Soon after they made their first settlement they established a government.
90. They arrived in 1690, and[,] soon after, they built a new settlement. [why might the bracketed comma be optional?]
91. He arrived early and, although she was not yet there, he started rehearsing. 

92. When I got in, the car started.
?93. When I got in the car started. 

94. If we're going to be late, we'd better hurry. 

95. Either we go to the beach today, or we don't.
96. Either way, we go to the beach today. 

97. The wind blew the snow about, so that the roads were completely covered.
98. Road barriers were up so that we couldn't pass. 

There is usually no need to place a comma after an introductory and and but, unless what follows is an appositive, like an attribution. 

*99. But, there was no one behind the door.
100. But, she said, "There's no one behind the door."
*101. And, who would have thought it.
102. And, he wondered, who would have thought it. 

Transition words are usually set off with commas. 

103. It is, of course, too late to go back.
?104. It is of course too late to go back. 

105. What's to be done, then?
106. What's to be done then? 

107. However, the secretary of state ignored all questions at the press conference.
108. However the secretary of state responded, his press aides were available to reporters.
109. Negotiations lasted well into the night, however, providing hope the strike could be postponed.
*110. She could feel no respect for anybody who was not a writer, however, she found much to interest her in the dark stranger. 

Use commas with parenthetical expressions. 

111. Football players, even after they retire, inspire awe. 

For strong distance, use em dashes. 

112. Copy editors--many never retire--inspire yawns. 

For quotations, use a comma after an attribution to introduce simple quotations. 

113. She said, "No comment." 

Do not use a comma when that introduces the quotation or a partial quotation is used. 

114. He said that "there is no reason to believe the officers are lying." Preferable: He said, "There is no reason to believe the officers are lying." 115. Former Secretary O'Neill criticized the "destructive attitude" of Congress on the budget. 

Use a colon to introduce a lengthy quotation of a paragraph or more. 

Do not use a comma if the quotation is an intrinsic part of the sentence, rather than dialogue. 

116. If you say "I'll do it," I'll be very surprised. 

Never use a comma preceding a parenthetical phrase. 

*117. Though her voice, as a pure instrument, is not in the class of Dionne Warwick, (who first did the tune), Anton gave it a spare and beautiful reading, allowing plenty of room for the song's inherent poignancy to speak for itself. 

SEMICOLON

The semicolon joins independent clauses that are not joined by a conjunction. This punctuation is not common in hard news; these sorts of sentences are usually broken into two separate sentences. But a semicolon might be used to join independent clauses that have a close relationship to each other. 

120. Only three families out of the hundreds who lived on the hill have trekked the few miles home. The front door on the adjacent house remains padlocked; it is not known if the owner is alive. 

A semicolon could be used with a conjunction if the independent clauses have complicated punctuation. 

?121. You wouldn't expect the movie The Name of the Rose to have the same circumlocutory construction and intellectual rigor as the book; but who'd have anticipated this sludgy, narcoleptic horror show? 

Use with a series that has internal commas or that might be confusing using only commas. 

122. Offerings for breakfast include waffles, juice, and coffee; eggs or eggs with sausage, with or without potatoes, juice, and tea; omelets with a choice of fillings, tea or coffee; or simply juice, coffee, and toast.
?123. Courses in the new publishing program include Introduction to Publishing; Editing; and Business Accounting. 

Never use a semicolon in quoted dialogue; people don't speak in semicolons. Use a period instead
COLON

Use a colon to introduce, but when the phrase such as introduces, don't use a colon. 

124. Bacteria are everywhere: in the air, water, . . . 

125. Use well-known brands, such as Band-Aids, Rice Crispies, and Coca-Cola. 

Don't use a colon to introduce if the introductory words are an incomplete sentence that needs one or more items of the list introduced to complete the sentence. In other words, don't use a colon to separate a verb from its objects. 

*126. The best players were: Smith, Jones, and Brown; the Bagley twins; my little brother's best friend; and Margie, who won. 

An introductory complete sentence that contains the word follows or following does take a colon. 

127. The following aspects of American life will be affected by the new tax bill: (1) ... , (2) ... 

Use a colon in expressions of time and biblical references. 

128. Joan Benoit's time for the marathon was 2:22:42. 

129. Genesis 1:1 is the beginning of the Bible. 

A colon may used following run-in subheads, but a period is neater. However, no punctuation may be acceptable if the run-in subhead is visually distinct typographically. 

Use a colon to introduce dialogue, as in quotations in a review or coverage of a trial, and in Q and A interviews. 

Colons always go outside quotation marks, unless they are part of the quotation itself. 

HYPHEN

The hyphen is a short horizontal mark, usually used to join words or join prefixes or suffixes to words. NEVER refer to a hyphen as a "dash." 

Hyphens also indicate syllabification or separate letters. 

130. The poster spelled out L-O-V-E. 

Hyphens are also used to divide words at the end of a typeset line if they won't fit on the same line. Copy editors often need to verify or indicate word breaks on page proofs, when a word not in the computer's dictionary is broken according to mathematical rather than linguistic rules. Always check the dictionary for syllabification, or word breaks. 

. 

PARENTHESES

Use parentheses when commas aren't strong enough or em dashes aren't appropriate. May be used to set off numbers or letters used to list: 

150. (a) ... , (b) ... , or (1) ... , (2) ... 

Do not use a comma, semicolon, or colon before an open parenthesis. 

*151. At the end of nearly each program, there is an astonishing departure from standard television, (though MacNeil/Lehrer have done something similar in their stolid way). 

Parentheses may be used to indicate political affiliation, but this information may also be shown in appositive form. This is a matter of publication style. 

152. Barbara Lee (D.-Calif.) or 
153. Barbara Lee, Democrat of California 

BRACKETS

Often not used by newspapers, which use parentheses instead. AP cannot send brackets over the newswire, so they never appear in wire copy. 

Use brackets for information from other than original writer, e.g., editor's note, or author's interpolation within a quotation, such as providing a first or last name or identifying features, spelling out an abbreviation, etc. 

154. "I called up Buck [White] and told him we had been tailed."
155. "Happy is the man [she was being sarcastic] who laughs at love." 

Be wary of inserting explanatory words within brackets in a quote. Too many such words distract readers, making them wonder what speaker actually said. If quote is not self-explanatory, fill in the missing information in the narrative. 

?156. "[The high school principal] is being held pending inquiries," a police spokesman said.
157. "He is being held pending inquiries," a police spokesman said, referring to the high school principal. 

Use for parenthetical element within parentheses. 

158. This Po River country was called Cisalpine Gaul (Gaul on this side [i.e., the Italian side] of the Alps) because . . . 
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