
[image: cover]


        
            
                Thank you for downloading this Simon & Schuster ebook.

                

                Get a FREE ebook when you join our mailing list. Plus, get updates on new releases, deals, recommended reads, and more from Simon & Schuster. Click below to sign up and see terms and conditions.

            

            
            	CLICK HERE TO SIGN UP

            

            
               Already a subscriber? Provide your email again so we can register this ebook and send you more of what you like to read. You will continue to receive exclusive offers in your inbox.

            

        
    
THE ONLY 
GRAMMAR 
BOOK 
YOU’LL EVER NEED 



A ONE-STOP SOURCE 
FOR EVERY 
WRITING ASSIGNMENT 



SUSAN THURMAN 


Edited by Larry Shea 





[image: 9781580628556_0002_001]


©2003. F+W Media, Inc.
Adapted from The Everything® Grammar and Style Book
by Susan Thurman. ©2002. F+W Media, Inc.
All rights reserved. This book, or parts thereof, may not be reproduced
in any form without permission from the publisher; exceptions
are made for brief excerpts used in published reviews.



Published by
Adams Media, an imprint of Simon & Schuster, Inc.
57 Littlefield Street, Avon, MA 02322 U.S.A.
www.adamsmedia.com



ISBN 10: 1-58062-855-9 
ISBN 13: 978-1-58062-855-6
eISBN: 978-1-44051-926-0
Printed in the United States of America.



20 19 18 17 16 15 14 13 12 11



Library of Congress Cataloging-in-Publication Data
Thurman, Susan (Susan Sommers)
The only grammar book you'll ever need / Susan Thurman.
p.    cm.
ISBN 1-58062-855-9
1. English language-Grammar--Handbooks, manuals, etc. I. Title.



PE1112.T495 2003
428.2-dc21
                                        2002153891



This publication is designed to provide accurate and authoritative information with regard to the subject matter covered. It is sold with the understanding that the publisher is not engaged in rendering legal, accounting, or other professional advice. If legal advice or other expert assistance is required, the services of a competent professional person should be sought.



-From a Declaration of Principles jointly adopted by a Committee of 
the American Bar Association and a Committee of Publishers and Associations



This book is available at quantity discounts for bulk purchases.
For information, call 1-800-289-0963.


Introduction 

“The Only Grammar Book You’ll Ever Need.”

Wow.

This book must be really good, mustn’t it?

But before we tell you why this modestly titled volume really is the only grammar book you’ll ever need, let’s think about why you need a grammar book at all.

Maybe all that talk in English class about parts of speech and dangling participles never truly sunk in, even after your teacher covered the blackboard with those helpful sentence diagrams. (If English is not your first language, you might not even have had the benefit of such instruction.) Maybe you did know this material once, but many of the fine points of English grammar now give you trouble. Now you have to write something—a paper, a letter, a memo—for school, work, or your personal life. You might not be sure how to begin it, and you’re definitely not confident about completing it correctly.

The Only Grammar Book You’ll Ever Need explains the necessary terms for understanding and discussing grammar, the important rules and their exceptions, and all the most common writing errors— including how to avoid them.

This book can help you out in all types of writing situations, not just in formal assignments. Let’s say you’re rereading an e-mail you’ve composed (as you always do just before clicking “Send,” right?). After reading this book, you’ll find it much easier to notice and correct missing words, inappropriate language, unclear references, common misspellings, and more.

This may be the only grammar book you’ll ever need, but it’s not the only book you’ll ever need for writing. A good dictionary (such as a hardcover college edition) is an essential desktop accessory, and a thesaurus can save you time when you’re stumped looking for the right word. For certain types of work (especially academic writing), you may need one of the style guides listed in Chapter 10. But for solving tricky grammar questions, avoiding embarrassing errors, and getting your thoughts organized enough to put pen to paper, this compact work will provide you with all the tools you’ll ever need.


Chapter 1 
Finding the Right Words 

The most damaging mistakes a writer can make are probably misspelling or misusing words. Just a few of these errors will make a reader lose confidence in what you’re trying to say.

Here are the basic rules of English spelling and the most commonly misused words. For further help, Appendix A gives the correct spelling of hundreds of words that often confuse even the best spellers. 

Spelling It Out 

You probably remember this spelling rule from your elementary school: 

I before e, 
Except after c, 
Or when sounded as a, 
As in neighbor or weigh.

That’s certainly a helpful rule—most of the time. It works for words such as beige, ceiling, conceive, feign, field, inveigh, obeisance, priest, receive, shield, sleigh, and weight.

But take a look at all these words: ancient, being, caffeine, either, feisty, foreign, height, leisure, protein, reimburse, science, seize, society, sovereign, species, sufficient, and weird.

There are an awful lot of exceptions, aren’t there?

Here are some rules that generally apply to English nouns. Every rule will have an exception (and probably more than one), but these rules will provide you with some useful guidelines.

Forming Plurals of Nouns 

1. To form the plural of most English words that don’t end in –s, –z, –x, –sh, –ch, or –ss, add –s at the end:

[image: Il_9781580628556_0013_001] desk = desks, book = books, cup = cups 

2. To form the plural of most English words that end in –s, –z, –x, –sh, –ch, and –ss, add –es at the end:

[image: Il_9781580628556_0013_001] bus = buses, buzz = buzzes, box = boxes, dish = dishes, church = churches, kiss = kisses 

There are some exceptions to this rule that include quizzes, frizzes, and whizzes. (Note that the –z is doubled.)

3. To form the plural of some English words that end in –o, add –es at the end (this might now be known as the Quayle Rule):

[image: Il_9781580628556_0013_001] potato = potatoes, echo = echoes, hero = heroes, veto = vetoes 

To make things interesting, for some other words that end in –o, add only –s at the end:

[image: Il_9781580628556_0013_001] auto = autos, alto = altos, two = twos, zoo = zoos, piano = pianos, solo = solos 

And—just to keep you on your toes—some words ending in –o can form the plural in either way:

[image: Il_9781580628556_0013_001] buffalo = buffaloes/buffalos, cargo = cargoes/cargos, ghetto = ghettos/ghettoes 

4. To form the plural of most English words that end in a consonant plus –y, change the y to i and add –es:

[image: Il_9781580628556_0013_001] lady = ladies, candy = candies, penny = pennies 

5. To form the plural of most English words that end in a vowel plus –y, add –s:

[image: Il_9781580628556_0013_001] joy = joys, Monday = Mondays, key = keys, buy = buys 

6. To form the plural of most English words that end in –f or –fe, change the f to v and add –es:

[image: Il_9781580628556_0013_001] knife = knives, leaf = leaves, wife = wives, wolf = wolves 

Exceptions to this rule include oaf, chef, cliff, belief, tariff, plaintiff, roof, and chief. All simply add –s to form their plural.

7. Some words form their plurals in ways that defy categories:

[image: Il_9781580628556_0013_001] child = children, mouse = mice, foot = feet, person = people, tooth = teeth, ox = oxen 

8. Foreign words, such as those of Greek or Latin origin, often have an irregular plural. In some cases, both the regular and irregular plural forms are acceptable.

[image: Il_9781580628556_0013_001] alumnus    alumni 

[image: Il_9781580628556_0013_001] analysis    analyses

[image: Il_9781580628556_0013_001] focus       focuses or foci

[image: Il_9781580628556_0013_001] index       indexes or indices

9. Some words are the same in both singular and plural:

[image: Il_9781580628556_0013_001] deer, offspring, crossroads, headquarters, cod, series 

Adding Prefixes and Suffixes 

1. Words that end in –x don’t change when a suffix is added to them:

[image: Il_9781580628556_0013_001] fax = faxing, hoax = hoaxed, mix = mixer 

2. Words that end in –c don’t change when a suffix is added to them if the letter before the c is a, o, u, or a consonant:

[image: Il_9781580628556_0013_001] talc = talcum, maniac = maniacal 

3. Words that end in –c usually add k when a suffix is added to them if the letter before the c is e or i and the pronunciation of the c is hard:

[image: Il_9781580628556_0013_001] picnic = picnickers, colic = colicky, frolic = frolicking 

4. Words that end in –c usually don’t change when a suffix is added to them if the letter before the c is e or i and the pronunciation of the c is soft:

[image: Il_9781580628556_0013_001] critic = criticism, clinic = clinician, lyric = lyricist 

5. Words that end in a single consonant that is immediately preceded by one or more unstressed vowels usually remain unchanged before any suffix:

[image: Il_9781580628556_0013_001] debit = debited, credit = creditor, travel = traveled 

Of course, there are exceptions, such as these:

[image: Il_9781580628556_0013_001] program = programmed, format = formatting, crystal = crystallize

6. When a prefix is added to form a new word, the root word usually remains unchanged:

[image: Il_9781580628556_0013_001] spell = misspell, cast = recast, approve = disapprove  

In some cases, however, the new word is hyphenated. These exceptions include when the last letter of the prefix and the first letter of the word it is joining are the same vowel; when the prefix is being added to a proper noun; and when the new word formed by the prefix and the root must be distinguished from another word spelled in the same way but with a different meaning:

[image: Il_9781580628556_0013_001] anti-institutional, mid-March, re-creation (versus recreation) 

7. When adding a suffix to a word ending in –y, change the y to i when the y is preceded by a consonant:

[image: Il_9781580628556_0013_001] carry = carrier, irony = ironic, empty = emptied 

Note that this rule doesn’t apply to words with an –ing ending:

[image: Il_9781580628556_0013_001] carry = carrying, empty = emptying 

This rule also doesn’t apply to words in which the –y is preceded by a vowel:

[image: Il_9781580628556_0013_001] delay = delayed, enjoy = enjoyable 

8. Two or more words that join to form a compound word usually keep the original spelling of each word:

[image: Il_9781580628556_0013_001] cufflink, billfold, bookcase, football, payday 

9. If a word ends in –ie, change the –ie to –y before adding –ing: 

[image: Il_9781580628556_0013_001] die = dying, lie = lying, tie = tying 

10. When adding –full to the end of a word, change the ending to –ful: 

[image: Il_9781580628556_0013_001] armful, grateful, careful, useful, colorful 

The English Way 

You probably know that the meanings of some words are different in Britain than in the United States, such as the British usage of chips for what Americans call French fries, and lorry for what Americans call a truck. But are you aware that there are many variations in spelling as well? Here are a few of the variations between American English and British English:








	American
	British



	airplane

	aeroplane




	center

	centre




	color

	colour




	draft

	draught




	gray

	grey




	jail

	gaol




	labor

	labour




	spelled

	spelt




	theater

	theatre




	tire

	tyre






Commonly Confused Words 

Need a little advice (or should that be advise?) about certain words? Are you feeling alright (or all right?) about your ability to choose between (or is that among?) alumni, alumnae, alumnus, and alumna? 

Not to worry! Here is a list of words often confused or misused, with an explanation of when each should be used.

a, an: A is used before words that begin with a consonant sound (a pig; a computer); an is used before words that begin with a vowel sound (an earring, an integer). The sound is what makes the difference. Write a habit because habit starts with the h sound after the article, but write an honor because the h in honor isn’t pronounced.

[image: Il_9781580628556_0013_001] What an honor it is to meet a history expert like you.

a lot, alot, allot: Okay, let’s begin with the fact that there is no such word as alot. If you mean a great number of people, use a lot. Here’s a mnemonic for this: “a whole lot” is two whole words. If you mean to allocate, use allot. A mnemonic for allot is allocate = allot.

[image: Il_9781580628556_0013_001] Tomorrow night, the mayor will allot a lot of money for various municipal projects.

accept, except: Accept has several meanings, including believe, take on, endure, and consent; except means excluding. If your sentence can keep its meaning if you substitute excluding, use except.

[image: Il_9781580628556_0013_001] Except for food for the volunteers, Doris would not accept any donations.

adapt, adopt: To adapt is to change; to adopt is to take and make your own.

[image: Il_9781580628556_0013_001] After the couple adopted the baby, they learned to adapt to having little sleep.

advice, advise: Advise is what you do when you give advice. Here’s a mnemonic to help you remember: To advise you must be wise. Good advice is to drive slowly on ice.

[image: Il_9781580628556_0013_001] Grandpa tried to advise me when I was a youngster, but I wouldn’t listen to his advice.

affect, effect: Affect is usually a verb (something that shows action), usually means change or shape, and—as a verb—has its accent on the first syllable. Effect is almost always a noun meaning result or outcome, appearance or impression. (Effect has a rare use as a verb, when it means to achieve or cause.) 

[image: Il_9781580628556_0013_001] The effect of the announcement of impending war will not affect Adam’s decision to join the military.

aggravate, annoy: If you mean pester or irritate, you want annoy. Aggravate means exaggerate or make worse.

[image: Il_9781580628556_0013_001] Steven was annoyed when his boss aggravated the situation by talking to the press.

aid, aide: If you help, you aid; if you have a helper or supporter, you have an aide.

[image: Il_9781580628556_0013_001] The aid from my aide is invaluable.

all ready, already: If you mean all is ready, use all ready; if you mean in the past, use already.

[image: Il_9781580628556_0013_001] I already told you we’re all ready to go out to dinner!

all right, alright: Although you often see the incorrect spelling alright, all right is always two words. You wouldn’t say something is aleft or alwrong, would you? (Please say you wouldn’t!)

[image: Il_9781580628556_0013_001] Is it all right with you if we eat in tonight?

all together, altogether: All together means simultaneously or all at once; altogether means entirely or wholly. If you can substitute entirely or wholly in the sentence and the meaning doesn’t change, you need the form of the word that is entirely, wholly one word.

[image: Il_9781580628556_0013_001] You’re altogether wrong about the six friends going all together to the dance; each is going separately.

alumni, alumnae, alumnus, alumna: Here’s the rundown. One male graduate is an alumnus; one female graduate is an alumna; several female graduates are alumnae; and several male graduates or several male and female graduates are alumni. The short, informal form alum (or alums) can be used for any of the above.

[image: Il_9781580628556_0013_001] Although Mary Jo and her sisters are alumnae from Wellesley, Mary Jo is the alumna who receives the most attention; her brothers Martin and Xavier are alumni of Harvard, but Martin is a more famous alumnus than Xavier.

allusion, illusion: An allusion is a reference; an illusion is a false impression.

[image: Il_9781580628556_0013_001] Kay told Jerry that she was under the illusion he would be her Prince Charming; Jerry didn’t understand the allusion.

altar, alter: If you change something, you alter it; you worship before an altar.

[image: Il_9781580628556_0013_001] We’ll alter the position of the altar so the congregation can see the new carvings.

among, between: Think division. If only two people are dividing something, use between; if more than two people are involved, use among. Here’s a mnemonic: between for two and among for a group.

[image: Il_9781580628556_0013_001] The money was divided between Sarah and Bob; the land was divided among Billy, Henry, and Janice.

anybody, any body: Anybody means any one person (and is usually interchangeable with anyone). Any body refers (pardon the graphic reference) to one dead person.

[image: Il_9781580628556_0013_001] Anybody can help to search for any body that might not have been found in the wreckage.

bad, badly: When you’re writing about how you feel, use bad. However, if you’re writing about how you did something or performed or reacted to something, use badly (twisted your ankle badly; played badly in the game).

[image: Il_9781580628556_0013_001] Gregg felt bad he had scored so badly on the test.

bear, bare: A bear can tear off your ear; if you’re bare, you’re nude. 

[image: Il_9781580628556_0013_001] The bare bathers were disturbed when the grizzly bear arrived.

besides, beside: If you want the one that means in addition to, you want the one that has an additional s (besides); beside means by the side of.

[image: Il_9781580628556_0013_001] Besides her groom, the bride wanted her dad beside her in the photo.

breath, breathe: You take a single breath; you inhale and exhale when you breathe.

[image: Il_9781580628556_0013_001] In the cold of the winter, it was hard for me to breathe when taking a breath outside.

can, may: If you can do something, you’re physically able to do it. If you may do it, you have permission to do it.

[image: Il_9781580628556_0013_001] You can use ain’t in a sentence, but you may not.

cannot, am not, is not, are not, and all other “nots”: For some strange reason, cannot is written as one word. All other words that have not with them are written as two words. Go figure.

capital, capitol: The capitol is the building in which the legislative body meets. If you mean the one in Washington, D.C., use a capital C; if you mean the one in your state, use a lowercase c. Remember that the building (the one spelled with an o) usually has a dome. Use capital with all other meanings.

[image: Il_9781580628556_0013_001] The capital spent by the legislators at the capitol is appalling.

carat, caret, carrot, karat: A carat is a weight for a stone (a diamond, for instance); carat is also an alternate spelling of karat, which is a measurement of how much gold is in an alloy (as in the abbreviation 18k; the k is for karat). A caret is this proofreading mark: ^ (meaning that you should insert something at that point). Finally, a carrot is the orange vegetable your mother told you to eat.

[image: Il_9781580628556_0013_001] Set in an eighteen-karat gold band, the five-carat diamond was shaped like a carrot.

cite, sight, site: Your sight is your vision or a view (you use your sight to look at a beautiful sight); to cite is to make reference to a specific source; a site is a location, such as on the Internet.

[image: Il_9781580628556_0013_001] The colors on the Web site you cited in your paper were a sight to behold.

coarse, course: If something is coarse, it’s rough; oars are coarse. A course is a route, a class, or part of the idiomatic phrase “of course.”

[image: Il_9781580628556_0013_001] The racecourse led the runners over coarse terrain.

complement, compliment: If something completes another thing, it complements it (complete = complement). If you receive praise, you’ve gotten a compliment (I like to receive a compliment). 

[image: Il_9781580628556_0013_001] The jewelry will complement the outfit the star will wear, and she will surely receive many compliments on her attire.

council, counsel: A council is an official group, a committee; to counsel is to give advice (the stockbroker counseled me to sell).

[image: Il_9781580628556_0013_001] The town council decided to counsel the youth group on the proper way to ask for funds.

desert, dessert: A desert is a dry, arid place or (usually used in the plural form) deserved reward or punishment (just deserts). The verb that means to leave is also desert. The food that is so sweet is a dessert. 

[image: Il_9781580628556_0013_001] While lost in the desert, Rex craved a dessert of apple pie à la mode.

discreet, discrete: Discreet means cautious, careful, or guarded in conduct. (Be discreet about whom you meet.) Discrete means separate or disconnected.

[image: Il_9781580628556_0013_001] The dancer’s discreet movements were discrete from those performed by the rest of the chorus.

dual, duel: The first means two (dual purposes); the second is a fight or contest (the lover’s jealousy was fuel for the duel).

[image: Il_9781580628556_0013_001] There were dual reasons for the duel: revenge and money.

emigrate, immigrate: To emigrate is to exit a country; to immigrate is to come into a country.

[image: Il_9781580628556_0013_001] Ten people were trying to emigrate from the tyranny of their country and immigrate to the United States.

ensure, insure: To ensure is to make certain of something; insure is used only for business purposes (to insure a car).

[image: Il_9781580628556_0013_001] To ensure that we continue to insure your house and car, send payment immediately.

envelop, envelope: If you wrap something, you envelop it; the paper container that you use for your letter is an envelope.

[image: Il_9781580628556_0013_001] The hidden purpose of the envelope was to envelop the two sticks of candy that were mailed to me.

everyday, every day: Everyday means routine or daily (everyday low cost); every day means every single day (low prices every day). Use single words if you mean every single day.

[image: Il_9781580628556_0013_001] The everyday inexpensive prices of the store meant that more shoppers came every day.

faze, phase: To faze is to intimidate or disturb. As a noun, a phase is a period of time; as a verb, it means to establish gradually.

[image: Il_9781580628556_0013_001] I wasn’t fazed by his wish to phase out our relationship.

fewer, less: Use fewer to describe plural words; use less to describe singular words.

[image: Il_9781580628556_0013_001] The new product has fewer calories, but less fat.

forego, forgo: If you mean something that has gone before, use forego (a foregone conclusion); if you want the word that means to do without something, use forgo (the one that is without the e).

[image: Il_9781580628556_0013_001] It’s a foregone conclusion that Meg and Marion will forgo sweets when they’re dieting.

foreword, forward: The word that means the opening information in a book is foreword (it comes before the first important word of the book); for any other meaning, use forward.

[image: Il_9781580628556_0013_001] To gain insight into the author’s intent, you should read the foreword before you proceed forward in the book.

good, well: Good is an adjective; it does not mean in a high-quality manner, or correctly. If you want either of those meanings you need an adverb, so you want well.

[image: Il_9781580628556_0013_001] You did well on the test; your grade should be good.

hear, here: You hear with your ear. Here is the opposite of there. 

[image: Il_9781580628556_0013_001] Did you hear that Aunt Lucy is here?

hopefully: If you mean I hope, or it is hoped; then that’s what you should write. Hopefully means confidently or with anticipation. 

[image: Il_9781580628556_0013_001] The director waited hopefully for the Oscar nominations to be announced.

imply, infer: Both of these have to do with words not said aloud. A speaker implies something; a listener infers something.

[image: Il_9781580628556_0013_001] Rufus thought the boss had implied that she would be back for an inspection next week, but Ruth did not infer that.

in, into: In means within; into means from the outside to the inside.

[image: Il_9781580628556_0013_001] Go into the house, go in my purse, and bring me money.

its, it’s: It’s means only it is (before it’s too late); its means belonging to it (I gave the dog its food and water).

[image: Il_9781580628556_0013_001] It’s a shame that the dog lost its bone.

lay, lie: Now I lay my head on the pillow; last night I laid my head on the pillow; in the past I have laid my head on the pillow. If it helps to remember the difference, the forms of lay (meaning to put or place) are transitive (they take an object). Today I lie in the sun; yesterday I lay in the sun; in the past I have lain in the sun. The forms of lie (meaning to rest or recline) are intransitive (they take no object).

[image: Il_9781580628556_0013_001] As I lay in bed, I wondered where I had laid my watch.

loose, lose: Loose (which rhymes with noose) means not tight. Lose is the opposite of find.

[image: Il_9781580628556_0013_001] Will I lose my belt if it’s too loose?
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