
imr*i, .{ugusta

wu Company, a

@ia'o :e reproduced
rur =riectronic or
unc=a or by any
*,rr=rut permission

am::* Data

ii!;r-

ilR;:

Sh*tllt:
-ffu Bn,r,ords o{ 6'w^rna"{

Contents

CHAPTER ONE
Recognlzing Good Grammar I

CHAPTER TWO

Some Grammatlcal Terms 4

The Parts ofa Sentence, 6

CHAPTER THREE
Polnts of Grammar 8

Formation of Noun Plurals, 8 Pronouns, 14
Verbs, 22 Adjectives and Adverbs, 35
Prepositions, 41 Conjunctions, 44 Subordinate
Clauses, 46

CHAPTEF FOUR
Capltallzatlon 4E

CHAPTER FIVE
Punctuatlon 7,

The Period, 75 The Comma, 79
The Semicolon, 88 The Colon, 92
The Question Mark, 94 The Exclamation Point,
96 The Apostrophe, 96 Quotation Marks, 100

The Dash, 104 Parentheses, 105 Brackets,
108 Ellipsis Dots, 108 Hyphenation and
Compounds, 109 Guide to Qompounding, 114

Division of Words, tl6 Use of Italics, 118



CHAPTER SIX
Expresslng Numbers 124

CHAPTER SEVEN
Spelllng and Chooslng Words 172

Rules for Spelling, 133 Final Consonants, ll3
Using the Dictionary, 139 Choosing the
Correet Word, l4l Words Often Confused,
L4l Foreign Words and Phrases, l5l
Pronuneiation, 157

CHAPTER EIGHT
Stgns and Symbols l5E

Sources Consulted 160

Index 16l

Eler


