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            Visit our How To website at www.howto.co.uk
            
  
            At www.howto.co.uk you can engage in conversation with our authors – all of whom have ‘been there and done that’ in their specialist fields. You can get access to special offers and additional content but most importantly you will be able to engage with, and become a part of, a wide and growing community of people just like yourself.
            
 
            At www.howto.co.uk you’ll be able to talk and share tips with people who have similar interests and are facing similar challenges in their lives. People who, just like you, have the desire to change their lives for the better – be it through moving to a new country, starting a new business, growing your own vegetables, or writing a novel.
            
 
            At www.howto.co.uk you’ll find the support and encouragement you need to help make your aspirations a reality.
            
 
            For more information on punctuation and grammar visit www.improveyourpunctuationandgrammar.co.uk
 
            

         

      

      

    


  

    

      
         
             

         

         How To Books strives to present authentic, inspiring, practical information in their books. Now, when you buy a title from How To Books, you get even more than just words on a page.
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            Preface
 
            to the Third Edition
            

         
 
         Do you have trouble with punctuation? Are you frustrated when you can’t remember whether to use a comma or a full stop? Do you have difficulty constructing a sentence that sounds right? If so, then this book should help you. Written in an easy-to-read style, it takes you through the basics of English grammar. It explains the various parts of speech showing what role they each play in a sentence. It shows you how to improve your writing by choosing the right words and varying your sentence structure.
 
         The use of the various punctuation marks is explained and examples given. After reading this book, you will never again use a comma instead of a full stop! There is a chapter on the use of apostrophes. You are shown how to write dialogue and even how to set out a play. There is a chapter on avoiding the most common mistakes. At the end of each chapter there are exercises which will help to reinforce what you have learnt.
 
         Written in a simple style with frequent headings, this book is for anyone – of any age – who wishes to improve the standard of his or her English.
 
         Marion Field 
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            Following Grammatical Guidelines

         
 
         The organisation of language is known as grammar. Every word in the English language is a particular part of speech and has a name by which to identify it. Some parts of speech must be included in a sentence for it to make sense. Others are used to enhance your writing and make it interesting to read. The parts of speech that are essential for every sentence are nouns (or pronouns) and verbs.
         
 
         DISCOVERING NOUNS
 
         Nouns are the names of things, people or places. There are different types of nouns but you must include at least one noun or one pronoun in each sentence you write. There will be more about pronouns later.
         
 
         Identifying concrete or common nouns
 
         A concrete or common noun is the name given to a physical thing – something that can be seen:
         
 
         
            
                    
                           
                                  
                        	              
                        	book             
                        	cake             
                        	dog             
                        	elephant         
                     
         
                                  
                        	              
                        	fire             
                        	garage             
                        	hair             
                        	jewel         
                     
         
                                  
                        	              
                        	key             
                        	letter             
                        	needle             
                        	orchid         
                     
         
                                  
                        	              
                        	parchment             
                        	queen             
                        	recipe             
                        	sailor         
                     
         
                                  
                        	              
                        	tattoo             
                        	volunteer             
                        	watch             
                        	zoo         
                     
     
                   
               

            

         
 
         
         
 
         Forming plurals
 
         A noun is singular if it refers to one thing. Plural means  there is more than one of the item. To make a concrete noun  plural, it is usually necessary to add an ‘s’ at the end of the  word:
 
         
            
                    
                           
                                  
                        	              
                        	
Singular 
                                     
                        	
Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	bone             
                        	bones             
                        	          
                     
         
                                  
                        	              
                        	dog             
                        	dogs             
                        	          
                     
         
                                  
                        	              
                        	ear             
                        	ears             
                        	          
                     
         
                                  
                        	              
                        	friend             
                        	friends             
                        	          
                     
         
                                  
                        	              
                        	simile             
                        	similes             
                        	          
                     
         
                                  
                        	              
                        	metaphor             
                        	metaphors             
                        	          
                     
         
                                  
                        	              
                        	zoo             
                        	zoos             
                        	          
                     
     
                   
               

            

         
 
         Words that end in ‘ch’, ‘s’, ‘sh’ and ‘z’ have to add ‘es’ for ease of pronunciation:
 
         
            
                    
                           
                                  
                        	              
                        	
Singular
                                     
                        	
Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	bush             
                        	bushes             
                        	          
                     
         
                                  
                        	              
                        	buzz             
                        	buzzes             
                        	          
                     
         
                                  
                        	              
                        	crutch             
                        	crutches             
                        	          
                     
         
                                  
                        	              
                        	church             
                        	churches             
                        	          
                     
         
                                  
                        	              
                        	dash             
                        	dashes             
                        	          
                     
         
                                  
                        	              
                        	duchess             
                        	duchesses             
                        	          
                     
         
                                  
                        	              
                        	flash             
                        	flashes             
                        	          
                     
         
                                  
                        	              
                        	princess             
                        	princesses             
                        	          
                     
         
                                  
                        	              
                        	witness             
                        	witnesses             
                        	          
                     
     
                   
               

            

         
 
         Some words keep the same word for the plural as the  singular:
 
         
            
                    
                           
                                  
                        	              
                        	
Singular
                                     
                        	
Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	cod             
                        	cod             
                        	          
                     
         
                                  
                        	              
                        	deer             
                        	deer             
                        	          
                     
         
                                  
                        	              
                        	salmon             
                        	salmon             
                        	          
                     
         
                                  
                        	              
                        	sheep             
                        	sheep             
                        	          
                     
     
                   
               

            

         
 
          
         Other words change the form of the word as in the following:
 
         
            
                    
                           
                                  
                        	              
                        	
Singular
                                     
                        	
Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	child             
                        	children             
                        	          
                     
         
                                  
                        	              
                        	foot             
                        	feet             
                        	          
                     
         
                                  
                        	              
                        	goose             
                        	geese             
                        	          
                     
         
                                  
                        	              
                        	ox             
                        	oxen             
                        	          
                     
         
                                  
                        	              
                        	man             
                        	men             
                        	          
                     
         
                                  
                        	              
                        	tooth             
                        	teeth             
                        	          
                     
         
                                  
                        	              
                        	woman             
                        	women             
                        	          
                     
     
                   
               

            

         
 
         Identifying vowels and consonants
 
         All words are composed of vowels (a, e, i, o, u) and consonants (all other letters). Words that end in ‘y’ preceded by a consonant change the ‘y’ to an ‘i’ before adding ‘es’:
         
 
         
            
                    
                           
                                  
                        	              
                        	
Singular
                                     
                        	
Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	ally             
                        	allies             
                        	          
                     
         
                                  
                        	              
                        	county             
                        	counties             
                        	          
                     
         
                                  
                        	              
                        	cry             
                        	cries             
                        	          
                     
         
                                  
                        	              
                        	enemy             
                        	enemies             
                        	          
                     
         
                                  
                        	              
                        	reply             
                        	replies             
                        	          
                     
     
                   
               

            

         
 
         Some nouns that end in ‘f’ or ‘fe’ change the ending to ‘ves’ to make the plural:
 
         
            
                    
                           
                                  
                        	              
                        	
Singular 
                                     
                        	
Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	half             
                        	halves             
                        	          
                     
         
                                  
                        	              
                        	knife             
                        	knives             
                        	          
                     
         
                                  
                        	              
                        	wolf             
                        	wolves             
                        	          
                     
     
                   
               

            

         
 
         Unfortunately some words ending in ‘f’ keep it before adding an ‘s’:
 
         
            
                    
                           
                                  
                        	              
                        	
Singular
                                     
                        	
Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	hoof             
                        	hoofs             
                        	          
                     
         
                                  
                        	              
                        	proof             
                        	proofs             
                        	          
                     
     
                   
               

            

         
 
          
         For the following word you have a choice:
 
         
            
                         
                           
                                  
                        	              
                        	 dwarf             
                        	 dwarfs or dwarves             
                        	          
                     
     
                   
               

            

         
 
         Using proper nouns
 
         A proper noun is the name of a person, a place or a particular thing or institution. It always starts with a capital letter.
         
 
         
Names of people
         
 
         
            
                    
                           
                                  
                        	              
                        	Alice             
                        	Bernard             
                        	Betty             
                        	Clive         
                     
         
                                  
                        	              
                        	Elizabeth             
                        	Lennie             
                        	Lucy             
                        	Richard         
                     
     
                   
               

            

         
 
         Titles are also written with a capital letter:
 
         
            
                    
                           
                                  
                        	              
                        	Mrs Alexander             
                        	Mr Bell             
                        	          
                     
         
                                  
                        	              
                        	Prince Edward             
                        	The Earl of Northumberland             
                        	          
                     
         
                                  
                        	              
                        	Lady Thatcher             
                        	The Countess of Wessex             
                        	          
                     
         
                                  
                        	              
                        	The Duchess of York             
                        	              
                        	          
                     
     
                   
               

            

         
 
         Names of places
 
         
            
                    
                           
                                  
                        	              
                        	England             
                        	Guildford             
                        	Hampshire             
                        	London         
                     
         
                                  
                        	              
                        	River Thames             
                        	Mount Everest             
                        	The Forest of Dean         
                     
         
                                  
                        	              
                        	The Lake District             
                        	              
                        	          
                     
     
                   
               

            

         
 
         Names of buildings and institutions
 
         
            
                    
                           
                                  
                        	              
                        	The British Broadcasting Corporation             
                        	The British Museum             
                        	          
                     
         
                                  
                        	              
                        	Buckingham Palace             
                        	Cleopatra’s Needle             
                        	          
                     
         
                                  
                        	              
                        	Nelson’s Column             
                        	The Royal Academy             
                        	          
                     
         
                                  
                        	              
                        	The Royal Air Force             
                        	The United Nations             
                        	          
                     
         
                                  
                        	              
                        	 Windsor Castle             
                        	              
                        	          
                     
     
                   
               

            

         
 
         
         
 
         Religious names
 
         All proper nouns connected with religion start with capital letters.
 
         
            
                    
                           
                                  
                        	              
                        	Bible             
                        	Christian             
                        	Christianity             
                        	Christmas         
                     
         
                                  
                        	              
                        	Easter             
                        	Eid             
                        	Judaism             
                        	Jew         
                     
         
                                  
                        	              
                        	Hanukka             
                        	Hindu             
                        	Islam             
                        	Koran         
                     
     
                   
               

            

         
 
         Looking at abstract nouns
 
         An abstract noun is more vague. It refers to a quality, an idea, a state of mind, an occasion, a feeling or a time. It cannot be seen or touched. The following are all abstract nouns:
 
         
            
                    
                           
                                  
                        	              
                        	anger             
                        	beauty             
                        	birth             
                        	brightness         
                     
         
                                  
                        	              
                        	criticism             
                        	comfort             
                        	darkness             
                        	excellence         
                     
         
                                  
                        	              
                        	happiness             
                        	health             
                        	jealousy             
                        	month         
                     
         
                                  
                        	              
                        	patience             
                        	peace             
                        	pregnancy             
                        	war         
                     
     
                   
               

            

         
 
         Finding collective nouns
 
         Collective nouns are nouns that refer to a group of objects or people. Although they represent a number of things, they are singular words as they can be made plural.
 
         
            
                    
                           
                                  
                        	              
                        	
Singular
                                     
                        	
Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	class             
                        	classes             
                        	          
                     
         
                                  
                        	              
                        	choir             
                        	choirs             
                        	          
                     
         
                                  
                        	              
                        	collection             
                        	collections             
                        	          
                     
         
                                  
                        	              
                        	congregation             
                        	congregations             
                        	          
                     
         
                                  
                        	              
                        	crew             
                        	crews             
                        	          
                     
         
                                  
                        	              
                        	crowd             
                        	crowds             
                        	          
                     
         
                                  
                        	              
                        	flock             
                        	flocks             
                        	          
                     
         
                                  
                        	              
                        	group             
                        	groups             
                        	          
                     
         
                                  
                        	              
                        	herd             
                        	herds             
                        	          
                     
         
                                  
                        	              
                        	orchestra             
                        	orchestras             
                        	          
                     
         
                                  
                        	              
                        	team             
                        	teams             
                        	          
                     
     
                   
               

            

         
 
         
         
 
         Introducing verbal nouns or gerunds
 
         The form of the verb known as the present participle always ends in ‘ing’. As well as being used as a verb, this form can also be used as a noun. It is called a gerund or verbal noun. Look at the following sentences which use gerunds.
 
         
            I like shopping.
            
 
            The baby’s crying annoyed her.
            
 
            The howling of the wolves kept the hunters awake.
            
 
            The growling of the guard dog terrified the burglars.
            
 
            The pianist’s playing was superb.
            

         
 
         Sorting out subjects and objects
 
         The subject of the sentence is the noun or pronoun that is the main reason for the sentence. It performs the action.
         
 
         
            The boy ran across the road.
            

         
 
         ‘The boy’ is the subject of the sentence.
         
 
         The object of a sentence is the noun or pronoun to which something is done.
         
 
         
            Lucy played the piano.
            

         
 
         The ‘piano’ is the object of the sentence. A sentence must contain a subject but there does not have to be an object in the sentence. The following sentence does not contain an object:
         
 
         
            Lucy plays very well.

         
 
         
         
 
         KNOWING THE ARTICLES
 
         There are three articles:
 
         
            
                    
                           
                                  
                        	              
                        	the             
                        	a             
                        	an         
                     
     
                   
               

            

         
 
         ‘The’ is the definite article as it refers to a specific thing.
         
 
         
            The dress you made is beautiful.
            

         
 
         ‘A’ and ‘an’ are indefinite articles and are used more generally.
         
 
         
            Cathy is going to make a dress.

         
 
         ‘An’ is also an indefinite article and is used before a vowel for ease of pronunciation.
 
         
            I saw an elephant today.
            

         
 
         MAKING USE OF PRONOUNS
 
         A pronoun is a word that replaces a noun, a noun phrase or a noun clause. There will be more about phrases and clauses later. Each sentence must contain at least one noun or one pronoun.
         
 
         Discovering personal pronouns
 
         Personal pronouns take the place of nouns, noun phrases and noun clauses. They are known as the first, second and third persons. They can be used as both subjects and objects within your sentence. Look at the following table. 
         
 
         
            
                    
                           
                                  
                        	              
                        	
Singular 
                                     
                        	
Plural
                                 
                     
         
                                  
                        	              
                        	
Subject
                                     
                        	
Object
                                     
                        	
Subject
                                     
                        	
Object
                                 
                     
         
                                  
                        	First person             
                        	I             
                        	me             
                        	we             
                        	us         
                     
         
                                  
                        	Second person             
                        	you             
                        	you             
                        	you             
                        	you         
                     
         
                                  
                        	Third person             
                        	he             
                        	him             
                        	they             
                        	them         
                     
         
                                  
                        	              
                        	she             
                        	her             
                        	they             
                        	them         
                     
         
                                  
                        	              
                        	it             
                        	it             
                        	they             
                        	them         
                     
     
                   
               

            

         
 
         Notice that the second person is the same in both the singular and plural. In the past thou (subject) and thine/thee (object) was used as the singular but today you is in general use for both although you may still hear thou in some parts of the country.
         
 
         Replacing nouns with personal pronouns
 
         So that a noun is not repeated too frequently, a personal pronoun is often used to replace it. Look at the following sentence:
         
 
         
            Sarah was annoyed that Sarah was not allowed to go to the party.

         
 
         Obviously this sentence would be better if the second ‘Sarah’ was replaced by ‘she’.
 
         
            Sarah was annoyed that she was not allowed to go to the party.
            

         
 
         ‘She’ is the subject of the second part of the sentence.
 
         
            Tracy went to the party. She enjoyed the party.

         
 
         This sentence would be better if ‘party’ was not used twice. 
         
 
         
            Tracy went to the party. She enjoyed it.

         
 
         ‘It’ is the object of the second sentence.
 
         When writing, check that you don’t repeat nouns unnecessarily. Replace them with pronouns.
 
         Using demonstrative pronouns
 
         Demonstrative pronouns can also replace nouns. The demonstrative pronouns are:
         
 
         
            
                    
                           
                                  
                        	              
                        	
Singular:
                                     
                        	this             
                        	that         
                     
         
                                  
                        	              
                        	
Plural:
                                     
                        	these             
                        	those         
                     
     
                   
               

            

         
 
         
            This is their house.
            

         
 
         In the above sentence ‘this’ stands for ‘their house’.
 
         
            Those are his cattle.
            

         
 
         ‘Those’ replaces ‘his cattle’.
 
         ‘This’, ‘that’, ‘these’ and ‘those’ can also be used as adjectives if they are attached to a noun. There will be more about this in a later chapter.
 
         Using possessive pronouns
 
         Possessive pronouns also replace nouns and indicate that something ‘belongs’. They are related to the personal pronouns. 
         
 
         
            
                    
                           
                                  
                        	              
                        	              
                        	              
                        	
Personal
                                     
                        	
Possessive
                                 
                     
         
                                  
                        	              
                        	First person             
                        	– singular             
                        	I             
                        	mine         
                     
         
                                  
                        	              
                        	              
                        	– plural             
                        	we             
                        	ours         
                     
         
                                  
                        	              
                        	Second person             
                        	– singular             
                        	you             
                        	yours         
                     
         
                                  
                        	              
                        	              
                        	– plural             
                        	you             
                        	yours         
                     
         
                                  
                        	              
                        	Third person             
                        	– singular             
                        	he             
                        	his         
                     
         
                                  
                        	              
                        	              
                        	              
                        	she             
                        	hers         
                     
         
                                  
                        	              
                        	              
                        	              
                        	it             
                        	its         
                     
         
                                  
                        	              
                        	              
                        	– plural             
                        	they             
                        	theirs         
                     
     
                   
               

            

         
 
         
            This book is mine.
            
 
            Yours is the blame.
            
 
            The prize was his.
            
 
            That new house is theirs.
            

         
 
         Using reflexive pronouns
 
         Reflexive pronouns are used when the subject and the object of the sentence refer to the same person or thing. They ‘reflect’ the subject.
         
 
         
            
                    
                           
                                  
                        	              
                        	              
                        	
Personal pronouns 
                                     
                        	
Reflexive pronouns
                                 
                     
         
                                  
                        	              
                        	First person singular             
                        	I             
                        	myself         
                     
         
                                  
                        	              
                        	Second person singular             
                        	you             
                        	yourself         
                     
         
                                  
                        	              
                        	Third person singular             
                        	he             
                        	himself         
                     
         
                                  
                        	              
                        	              
                        	she             
                        	herself         
                     
         
                                  
                        	              
                        	              
                        	it             
                        	itself         
                     
         
                                  
                        	              
                        	First person plural             
                        	we             
                        	ourselves         
                     
         
                                  
                        	              
                        	Second person plural             
                        	you             
                        	yourselves         
                     
         
                                  
                        	              
                        	Third person plural             
                        	they             
                        	themselves         
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