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Dedication

As always, to my husband Mike Thurman





Introduction

The goal of written or spoken communication is to express yourself clearly and effectively. To achieve that goal, you need to use words and phrases correctly. If you fail in that goal, what you say or write may not be taken seriously; even worse, you may convey ideas that are different from what you intend.

That’s where this workbook comes in. It will help you brush up on the style and grammar skills that will make a difference for you personally and professionally. For example, maybe you:


[image: ] Are enrolled in a class that requires writing or speaking

[image: ] Need to ensure that a business report is error-free

[image: ] Must deliver a public presentation

[image: ] Want to post a blog that might be read by anyone around the world

[image: ] Aim to write a resume that highlights your outstanding qualities



In any of these cases, having a good grasp of grammar and style rules will help you succeed. In a world where written communication is more important than ever, having a solid understanding of the fundamentals isn’t just important; it’s crucial.

The Only Grammar & Style Workbook You’ll Ever Need helps you test your knowledge of the necessary terms for understanding and using correct grammar, the important rules and their exceptions, and all the most common writing errors. While you don’t need to have a copy of The Only Grammar Book You’ll Ever Need to use this book, each exercise shows where you can find further information on a given topic in that book.

By completing the exercises in this workbook and evaluating your results, you’ll have a greater understanding of your writing strengths and weaknesses and will develop the know-how to communicate clearly and effectively in almost any situation.

Jump right in. Enjoy the exercises and learn from them. You’re going at your own pace, and, best of all, no grades are involved!






CHAPTER 1

Finding the
 Right Words
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One of the most damaging mistakes a writer can make is misspelling or misusing words. Just a few of these errors will make readers lose confidence in what you’re trying to say. The following exercises will help you sharpen your skills in vocabulary and spelling. Basic rules of English spelling and usage are explained in Chapter 1 of The Only Grammar Book You’ll Ever Need. If you have that book (or another grammar text) handy, you might want to brush up on those rules before starting on these exercises.

SPELLING: Forming the Plurals of Nouns

Directions: Choose the word that is spelled correctly. Rules for correct spelling are covered in The Only Grammar Book You’ll Ever Need, pages 1−6.

1. In Charleston, South Carolina, we saw one block that had four (a) churchs (b) churches.

2. Store those (a) potatos (b) potatoes in a cool place.

3. “Three pop (a) quizzes (b) quizes in one day is too much,” lamented Reshana.

4. All of the (a) altos (b) altoes in our choir have come down with laryngitis.

5. The resort provided free hats for the (a) ladys (b) ladies.

6. Store (a) knifes (b) knives so their blades are turned away from you.

7. My favorite reality show involves the kitchen activities of three famous (a) chefs (b) cheves.

8. Especially in the autumn, be on the lookout for (a) deer (b) deers when you’re driving.

9. Is Grant an (a) alumnus (b) alumni of the local university?

10. To find the cause of my rash, I’ve seen two doctors and received two different (a) diagnosises (b) diagnoses.
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SPELLING: Adding Prefixes and Suffixes

Directions: Choose the word that is spelled correctly. Rules for correct spelling are covered in The Only Grammar Book You’ll Ever Need, pages 1−6.

1. When (a) faxing (b) faxxing this memo, include the additional information.

2. Visions of Hannibal Lecter, the (a) maniackal (b) maniacal character in The Silence of the Lambs, kept me awake.

3. (a) Picknicers (b) Picnickers at the company party were surprised by the sudden storm.

4. All the (a) criticism (b) critisism about the book has just made me want to read it.

5. Your account will not be (a) debitted (b) debited until your package has been shipped.

6. Before you send that resume, check that you did not (a) mispell (b) misspell any words.

7. Someone had (a) emptied (b) emptyed the new files on Micah’s computer.

8. My (a) bill fold (b) billfold is missing!

9. Five seconds after I started (a) lieing (b) lying down the phone began to ring.

10. Learning all these spelling rules will really be (a) useful (b) usefull in John’s new job.
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Spelling: The American Way

Directions: Choose the word that is spelled correctly in American (not British) English. Examples of the two spellings are covered in The Only Grammar Book You’ll Ever Need, page 6.

1. What was the most common type of (a) airplane (b) aeroplane that was flown in the war?

2. Place the ball in the (a) centre (b) center of the playing field.

3. The (a) colour (b) color of the book cover is the only thing I remember.

4. Do you feel a (a) draft (b) draught coming from the window?

5. The Man in the (a) Gray (b) Grey Flannel Suit is a famous book by Sloan Wilson.

6. Our local (a) gaol (b) jail, built in 1896, is regarded as a historic landmark.

7. Grandfather planted a rosebush on the day of my wedding; that was a real (a) labour (b) labor of love.

8. Have I (a) spelt (b) spelled all the names on the list correctly?

9. After the local (a) theater (b) theatre burned down, citizens from Hebbardsville had to travel fifteen miles to see a movie.

10. After my flat (a) tyre (b) tire, I had to have my car towed.
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Commonly Confused Words—I

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1. Let’s try to get together (a) a (b) an hour before the meeting.

2. “This is (a) a (b) an heck of a way to start the day!”

3. I’m surprised to see that (a) a lot (b) alot of the foliage has already changed.

4. That is the supervisor who will (a) a lot (b) allot the merit raises for the entire staff.

5. I think my grandmother has given me every recipe I want (a) accept (b) except my favorite one.

6. Give me the courage to (a) accept (b) except the things I cannot change.

7. How easily will pets (a) adapt (b) adopt to changes in environment?

8. Cassie’s best friends have gone to Russia to (a) adapt (b) adopt a new baby.

9. New hires often look for mentors to (a) advise (b) advice them on the inner workings of the company.

10. “My (a) advise (b) advice is to start getting to work on time,” the supervisor said sharply.
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Commonly Confused Words—II

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1. What (a) affect (b) effect will the latest speeding ticket have on your driving record?

2. You hope the ticket will not (a) affect (b) effect your record too badly.

3. Clara will (a) annoy (b) aggravate Clarence if she spends too much money.

4. Clarence will (a) annoy (b) aggravate the situation if he insists on watching every penny Clara spends.

5. Ms. Carlson, the teacher’s (a) aid (b) aide, called to say my son had been in an accident at school.

6. Ms. Carlson said she had quickly administered first (a) aid (b) aide.

7. Are we (a) all ready (b) already to start the meeting?

8. You were late, and we (a) all ready (b) already started the meeting without you.

9. Cloe was a little ill yesterday, but she feels (a) all right (b) alright today.

10. Is it (a) all right (b) alright with you if I leave now?
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Commonly Confused Words—III

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1. The family was (a) all together (b) altogether for the reunion.

2. What Aunt Opal said at the reunion was (a) all together (b) altogether too unacceptable.

3. Mary, Sue, and Juanita are (a) alumni (b) alumnae (c) alumnus (d) alumna of the same school.

4. Juanita’s sister Mercedes is an (a) alumni (b) alumnae (c) alumnus (d) alumna of Hillbrook High School.

5. Will all the (a) alumni (b) alumnae (c) alumnus (d) alumna please assemble in the auditorium?

6. Marcus, an (a) alumni (b) alumnae (c) alumnus (d) alumna of Zion High School, received the “Male Athlete of the Year” award.

7. I was under the (a) allusion (b) illusion that dinner would be provided at the evening event.

8. That (a) allusion (b) illusion about raining forty days and forty nights came from the Bible.

9. Robby said he wouldn’t (a) altar (b) alter his plans just to accommodate Rita.

10. The bride and groom placed a rose on the (a) altar (b) alter.
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Commonly Confused Words—IV

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1. Just (a) among (b) between you and me, I don’t care for our new neighbor.

2. The sixty members of our shift divided the responsibility (a) among (b) between ourselves.

3. Does (a) anybody (b) any body really know what time it is?

4. After the tragedy at sea, families were assured that (a) anybody (b) any body that washed ashore would be treated with respect.

5. My meeting with my boss went (a) bad (b) badly.

6. When I came back from my meeting, my coworkers felt (a) bad (b) badly for me.

7. What color is a polar (a) bear (b) bare?

8. Apply the lotion to (a) bear (b) bare skin.

9. Who else (a) besides (b) beside us is going to the movies?

10. Will you sit (a) besides (b) beside me at the dinner?
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Commonly Confused Words—V

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1. Take a deep (a) breath (b) breathe and count to ten.

2. (a) Breath (b) Breathe deeply and enjoy the fresh air.

3. When (a) can (b) may I call you?

4. The phone (a) can (b) may ring any time it’s on the hook.

5. The baby (a) cannot (b) can not eat solid food yet.

6. I (a) cannot (b) can not believe what I just heard!

7. The (a) capital (b) capitol building in our state is made of limestone from a local quarry.

8. If I name a state, can you name its (a) capital (b) capitol?

9. In which night (a) coarse (b) course did you enroll?

10. In the hotel survey, linens in the hotel were rated as being far too (a) coarse (b) course.
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Commonly Confused Words—VI

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1. This (a) carat (b) caret (c) carrot (d) karat means you should add the information that is noted.

2. I had only one (a) carat (b) caret (c) carrot (d) karat on my plate!

3. The ring weighed a single (a) carat (b) caret (c) carrot.

4. The remarkable (a) cite (b) sight (c) site for the archaeological dig is located in Israel.

5. Please (a) cite (b) sight (c) site this material in your paper.

6. Kensley, you’re a (a) cite (b) sight (c) site to behold!

7. The sauce is a (a) complement (b) compliment to the meat.

8. Please take what I just told you as a (a) complement (b) compliment.

9. When I (a) council (b) counsel my teenage children, why won’t they listen?

10. The student (a) council (b) counsel voted to ban smoking in all buildings on campus.
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Commonly Confused Words—VII

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1. Are camels native to every (a) desert (b) dessert on earth?

2. I can’t decide whether to have chocolate pie or vanilla ice cream for (a) desert (b) dessert.

3. The (a) discreet (b) discrete divisions of the company will each hold a separate summer picnic.

4. Please be (a) discreet (b) discrete in what you post on Facebook.

5. The (a) dual (b) duel aims of the meeting are to review strategy for this week and to plan for next week.

6. The Alexander Hamilton and Aaron Burr (a) dual (b) duel took place on July 11, 1804.

7. Thousands of people tried to (a) emigrate (b) immigrate from the dictator’s harsh regime.

8. Those who (a) emigrate (b) immigrate from other countries often encounter culture shock.

9. Please (a) ensure (b) insure this ring for $5,000.

10. To (a) ensure (b) insure that you are safe at night, be sure to lock all the windows and doors.
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Commonly Confused Words—VIII

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1. The cold wind seemed to (a) envelop (b) envelope me as soon as I stepped outdoors.

2. Leave the stamped (a) envelop (b) envelope in your mailbox for the letter carrier to pick up.

3. Please e-mail (a) everyday (b) every day while you are away on this trip.

4. Our company’s (a) everyday (b) every day cost-cutting measures will mean more profits.

5. I hope this is just a (a) faze (b) phase my two-year-old is going through!

6. Did you think the tantrum you threw last night would (a) faze (b) phase me?

7. No (a) fewer (b) less than ten people called to congratulate Thomas on his promotion.

8. This bottle has (a) fewer (b) less water than the one you’re carrying.

9. I’m going to (a) forego (b) forgo the extra calories at lunch and have dessert tonight.

10. I hope Victor’s reputation as a hard worker will (a) forego (b) forgo his interview for the promotion.
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Commonly Confused Words—IX

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1. I’m thrilled that my name is mentioned in the (a) foreword (b) forward of the new book.

2. Let’s go (a) foreword (b) forward with our discussion about a merger.

3. I did so (a) good (b) well on the placement test that I think I’ll get the next available job.

4. William’s score was (a) good (b) well enough to impress the hiring committee.

5. Can you (a) hear (b) here me now?

6. I’m standing right (a) hear (b) here in the next room.

7. (a) I hope (b) Hopefully the rain will end in time for the fireworks tonight.

8. We were saddened by the picture of the starving children gazing (a) I hope (b) hopefully at the sky.

9. Annabelle meant to (a) imply (b) infer that she would never go out with Anthony.

10. Anthony did not (a) imply (b) infer that dating Annabelle was a lost cause.
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Commonly Confused Words—X

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1.	 From the east parking lot, go (a) in (b) into the building on your left.

2.	 Even though it’s now June, the water (a) in (b) into Lake Barker is still freezing.

3.	 (a) It’s (b) Its so nice to be back home again.

4.	 The kitten looks happy to be back in (a) it’s (b) its home.

5.	 If I could just (a) lie (b) lay (c) laid (d) lain down for fifteen minutes, I’d feel refreshed.

6.	 Where have I (a) lie (b) lay (c) laid (d) lain my cell phone?

7.	 I have (a) lie (b) lay (c) laid (d) lain on that hard mattress too long and now my back hurts.

8.	 To store the wine properly, (a) lie (b) lay (c) laid (d) lain the bottle on its side.

9.	 After Barb lost ten pounds, her clothes felt too (a) loose (b) lose.

10. Barb decided to try to (a) loose (b) lose ten more pounds.
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Commonly Confused Words—XI

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1.	 You (a) might of (b) might have missed seeing your brother when you came in the back door.

2.	 After working three hours, I think we (a) might of (b) might have found the solutions to the algebra problems.

3.	 If Carlos had started his exercise routine an hour ago, he (a) could of (b) could have been finished now.

4.	 Darnell and Darrell realized they (a) could of (b) could have been at the same concert.

5.	 “We make quite a (a) pair (b) pear, don’t we?” Ernesto whispered to Elaine.

6.	 Do you have that recipe for (a) pair (b) pear salad with blue cheese?

7.	 Now that the storm has (a) passed (b) past, let’s resume our tennis game.

8.	 In the (a) passed (b) past, all Frank wanted to do was focus on his career.

9.	 Let’s sneak a (a) peak (b) peek (c) pique at the new stadium that’s being constructed.

10. The (a) peak (b) peek (c) pique of this mountain is over 12,000 feet above sea level.
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Commonly Confused Words—XII

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1.	 To find the answer to the question in his physics class, Geraldo had to (a) pore (b) pour over three books.

2.	 (a) Pore (b) Pour the liquid into the mixture of flour and sugar.

3.	 After the fire alarm went off, the (a) principle (b) principal called a meeting of all the teachers and other staff.

4.	 Equality under the law is a main (a) principle (b) principal in a democratic society.

5.	 Harry found the (a) quiet (b) quite of the forest to be calming.

6.	 “I was (a) quiet (b) quite worried when you didn’t call,” Isabelle told Isaac.

7.	 Isaac replied, “I was (a) real (b) really tired and I just went to bed.”

8.	 Is that the (a) real (b) really reason I didn’t hear from you?

9.	 After hearing the news, Josh had to (a) sit (b) set down and think about what to do next.

10. Just (a) sit (b) set the package down and wait to open it.
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Commonly Confused Words—XIII

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1. The (a) stationery (b) stationary used during the war was now tattered and stained.

2. After applying the glue, hold the item (a) stationery (b) stationary for five seconds.

3. Are you (a) suppose to (b) supposed to answer the phone while Karen is out of the office?

4. Larry and Claudia are (a) suppose to (b) supposed to be getting married in June.

5. Since you have more money (a) than (b) then I do, why don’t you buy me a soft drink?

6. First Mike was given the “Most Handsome” prize, (a) than (b) then he was given the “Most Intelligent” prize.

7. The food (a) that (b) which I need for the new recipe is all in the refrigerator.

8. The almonds, (a) that (b) which are optional for the recipe, are in the pantry.

9. This traveling (a) troop (b) troupe will perform Shakespeare’s Romeo and Juliet.

10. Bill’s Boy Scout (a) troop (b) troupe is away at camp for the week.
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Commonly Confused Words—XIV

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1. By the time (a) there (b) their (c) they’re thirty, all of those lucky people will have inherited a million dollars.

2. Please hand me the keys that are (a) there (b) their (c) they’re on the top of the chest.

3. With (a) there (b) their (c) they’re van loaded down, the family began the long camping trip.

4. Is it (a) to (b) too (c) two much to ask for a little peace and quiet around here?

5. If you’re going (a) to (b) too (c) two the grocery, will you pick up some potato chips?

6. The (a) to (b) too (c) two firefighters received commendations for their recent heroism.

7. Please (a) try and (b) try to come to the family reunion.

8. To be the winner of the contest, I will (a) try and (b) try to I hope I will succeed!

9. What should I (a) use to (b) used to get this stubborn jar open?

10. Norma and Tom (a) use to (b) used to go to Yosemite National Park every year.
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Commonly Confused Words—XV

Directions: Choose the word or phrase that is used correctly. Examples of correct usage of commonly confused words are covered in The Only Grammar Book You’ll Ever Need, pages 6−18.

1. The man (a) who (b) which Elizabeth thought was Marvin was actually Marvin’s brother.

2. That sandwich, (a) who (b) which is on the counter, has peanut butter and bananas.

3. (a) Whose (b) Who’s going to ride with me?

4. If you could trade jobs with someone, (a) whose (b) who’s job would appeal to you?

5. When (a) your (b) you’re driving home, will you stop and fill up the tank?

6. Is (a) your (b) you’re car the one that’s low on gas, or is it mine?

7. Oscar knew that Millie would help him (a) any way (b) anyways she could.

8. In this fog, you (a) can’t hardly (b) can hardly see ten feet in front of you.

9. If Paul had done the job (a) himself (b) hisself, he wouldn’t be asking so many questions.

10. Leaving those little children home unattended just (a) ain’t (b) isn’t right.
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