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KEY:
This indicates an accurate sentence, one that is generally OK in formal English.
This indicates a sentence that is usually seen as incorrect by editors and teachers.
Iffy. Some will accept it; others will not. You need to gauge your audience’s proclivities! If you don’t, they likely won’t listen to you too carefully or for too long.
1. Familiarize yourself with the Parts of Speech:
1. Noun: person, place, or thing. A name is called a proper noun;
1. Pronoun: word substituting for a noun or noun phrase that usually precedes it;
1. Verb: word of action or a word denoting a state of being like is, are, seems. They can have a tense (indicating time of action—past, present, or future), or can exist in an infinitive form, usually with to, as in to run, to go, to be. Some are “regular” (and predictable) in the way they are conjugated; others are irregular;
1. Adverb: modifies[footnoteRef:1] verbs, adjectives, or other adverbs. An adverb can modify an entire sentence: Generally, the whole committee agreed. Though adverbs often end in -ly, there are exceptions, like folly and rally, which are nouns or (in the case of rally) can also function as a verb; [1:  “Modify” means to offer a detail about; to change the base meaning of; to color or specify something about another word. ] 

1. Adjective: modifies nouns or other adjectives:It was a bright white light;
1. Preposition: word usually denoting actual or metaphoric relationship between things or ideas (for, in, on, about, with, above, beyond, of, etc.—there are around 150 of these);
1. Conjunction: words that join: and, but, so, of, for, nor, yet (ABSOFNY). Subordinating conjunctions are listed on p. 38 and include words like although, despite, while. Conjunctive adverbs include words like furthermore, consequently, however (see 18, below);
1. Article: a, an, and the. This is a type of determiner (see 20, below);
1. Interjection: expression of feeling, command, or greeting: What?! Don’t! Hi.

●An interesting way to conceptualize parts of speech is offered by the linguist John Robert Ross, who sees them as existing on a cold→hot continuum, with nouns being the coldest and verbs being the warmest (pp. 86-87).[footnoteRef:2] You might think of them in this way. [2:  Page numbers in this guide are from Stellar English: A Down-to-Earth Guide to Grammar & Style (Princeton UP, 2024).] 


1. Work on recognizing what makes for a full sentence: subject + verb + tense.
1. The subject is the actor, experiencer, or “do-er” of the sentence. In English, the subject is usually at the start of the sentence, though sometimes there are modifying words in front of the subject, and sometimes sentences start with an object: “Him I must see.” (We call this construction “fronting.”) 
1. Remember that the subject determines the verb, even if the words after the verb are of a different number from the subject (i.e., plural, as in the following): 
 “The problem was the multiple parts of speech.” This sentence respects subject-verb agreement.
1. If you use a form of a verb called a participle (running, wanted, [see p. 34]), make sure that the sentence has a tense, that is, it indicates something is existing or taking place in the present, past, or future.
 He was running hard. He wanted to win. (Past)
Running hard. Wanted to win. Wanted for larceny. (No tense indicated, hence not sentences)
The last example contains three sentence fragments. Formal English typically requires the use of full sentences. 
1. If you start a sentence with a subordinator [see 1G above and p. 38 of text]), you need to make sure that you add a full sentence after it. 
Since he loved to drive, he bought a new sports car. While he had good credit, he still couldn’t afford the car he wanted.

Here are some fragments, which are not acceptable in formal English:
Since he loved to drive. While I was on the subway. 
Which I like. (Which cannot generally start a declarative sentence.)

Which may start a question, though, or open a noun clause. (A clause is a group of words with a  subject and a verb. A main clause can stand on its own as a full sentence, but there are other clauses that cannot; they need to be attached to a full sentence.)
 Which do you like best? Which ones I choose are my business.
a. If you start a sentence with Although, you will need to add a second clause, and that needs to be a main clause: 
Although he was trying hard, he was not succeeding. 
Although, he was trying hard. 
But. . .
However, he was trying hard. 
Although always opens a subordinate clause (except in sentences like this one, when you are talking about the word as a word).

1. Figure out where one sentence ends and another begins. If you join two full sentences with only a comma, that’s called a comma splice. If you join two full sentences with no punctuation between them, that’s called a fused sentence. These are both “stigmatizing errors” in written English. Comma splices and fused sentences are two variants of run-on sentences. There is some wiggle room with super short sentences, I should note. ”I was good, he was better.” 

1. Memorize the coordinating conjunctions: and, but, so, or, for, nor, yet. I call these the ABSOFNY words, though sometimes people use the mnemonic FANBOYS. These words have the power to join nouns, verbs, and even full sentences.

1. Master ways to join two sentences to make longer, more interesting and complex ones. Here are some options:
1. Main Clause [MC]; Main Clause [MC]. (Note: an MC is itself a full sentence)
1. [MC]. [MC]. 
1. [MC], coordinating conjunction [MC].
1. [MC] subordinator [MC]. 
1. (Sometimes, especially with a long opening MC): [MC], subordinator [MC].)
1. Subordinator [MC], [MC].
1. [MC]; however, [MC].
1. [MC] ([MC]).
1. [MC].

1. Subject-verb agreement is crucial. Make sure that your subject and verb “agree” with each other. This means that a singular subject takes a singular verb form, and a plural subject takes a plural verb form. You need to write, for example, “The author says,” not “The author say.” “I am” is correct; “I are” is not. 
5. In some situations it is a little tricky trying to figure out whether a subject is singular or plural.  “The committee are in agreement” or  “The committee is in agreement”? I would choose the latter, but the plural is possible and gives a different emphasis. 
5. If a prepositional phrase intervenes between subject and verb, it does not change the number of the subject: John as well as Jim is tall. [subject: John—singular]John and Jim are tall. [subject: John and Jim—plural]
5. Both and all always take plural verbs. What about “none”? The singular often “sounds funny” if used in speech. In formal writing, though, it’s correct. (If it’s conceptually plural, though, I opt for “none are.”)

1. Learn how to use various English tenses, which indicate a time period of an action or state, including perfective forms, such as past perfect, present perfect, and future perfect. Also try to master the continuous or progressive forms: present progressive, past progressive, future progressive. Note too that these forms can be combined into perfective progressive forms. Each of these various forms can often help express an idea with greater precision than the simple verb forms. (See chart.)

1. Understand the use and spelling of modals, which include words like could, would, should, might, may, ought, can, must. They suggest an imagined, possible, or wished-for past, present, or future. Note these spellings: should have, could have, and would have (not shoulda, coulda, woulda). Modals are never doubled. I could must do it. (I guess that no one would ever say that!)

1. To solidify your credibility and clarify your meaning, use the subjunctive mood when expressing a “contrary to fact” idea, as in, “If I were president, I would declare every Friday a holiday.” (In present tense, the “was” becomes “were.”) Subjunctive is also used in situations where a demand, request, or recommendation is made. This is called the mandative, and has an implied should or ought to prior to the verb. “I recommend that he [ought to] read his textbook a little more carefully.” “State law requires that she [should] report any violations.”

1. Figure out when it’s best to use the passive voice (pp. 80-84) as opposed to the active voice. Passive constructions are formed by using was, were, or had been in conjunction with the past participle of a verb. “He was warned.” “The roads were covered.” These sentences omit the agent that performs the action (Warned by whom? Covered by what?); while active constructions include that essential information: “My neighbor warned me about the tornado.” The passive is often used in order to be deceptive or elusive: “Mistakes were made” hides—fails to name—the mistake-maker. Some academic disciplines (e.g., the sciences) require the passive. And sometimes its use is necessary when reporting on an unfolding issue about which not everything has been revealed. (I use passive in here quite a lot and Word chides me for it!)

1. People are often told not to ever “split an infinitive” (pp. 84-85). Is “to boldly go where no one has gone before” wrong? I say that it is not a problem, and most linguists agree with me. It is also OK to end a sentence with a preposition or start one with a conjunction. More than two ands in a sentence is also just fine, contrary to what is being taught in some venues. Blanket prohibitions tend to be faulty.

1. Verb forms can be turned into other parts of speech, such as gerunds and participles. What are these forms? What parts of speech do they assume in certain syntactic situations? (pp. 34, 87, 116). Gerunds end in -ing and function as nouns. “Seeing is believing.” Past participles usually end in -ed or in -en. Present participles end in -ing. Both participial forms can function as adjectives or verbs. “I wore running shoes” (adjective); “I was running hard” (verb). “I attempted to use my new cell phone” (verb). “He was arrested for attempted murder’ (adjective). 

1. Appositives (pp. 87-89) repeat a noun or noun phrase but use different terms. “Mr. Biden, our last president, lost in 2024.” “Mr. Biden” and “our last president” are appositives. They have an essentially equivalent meaning. Here is one making a claim: “Mike Trout, the best baseball player in the MLB, is having a down season.” This subtly claims that Trout is the best baseball player in the MLB. 

1. Capitalization of proper nouns (names) can be surprisingly challenging. Sometimes a name will begin with a lowercase letter, as is the case with the baseball pitcher Jacob deGrom, the social critic bell hooks, and the poet e.e. cummings. If these lowercase names or initials begin a sentence, though, you need to capitalize the first letter. Every sentence needs to begin with a capital letter.
In general, use capital letters. . . 
—To begin a sentence;
—For names (proper nouns), unless people don’t use capitals, as noted earlier;
—For names of countries, states, places, regions;
—For famous buildings, like the Capitol (note the spelling with the o);
—For time periods, like the Victorian Era;
—For most brand names unless they are lower case, like eKO yoga mats;
—For deities;
—For the first-person pronoun, I;
—For emphasis: DO NOT TAMPER WITH THE ALIEN SPACESHIPS! 
—For some acronyms, like AIDS, CPAP, NATO, COVID;
—For some initialisms: TNT, ESP, ALS, FBI, CIA;
—For first letters of words in titles of books/articles/stories/essays/plays. All words need to start with capital letters except prepositions, conjunctions, and articles. First and last words of titles always need to capitalized, though;
—For adjectives derived from names, like African or Ukrainian;
—Directions like north, south, east, and west are lowercase, unless you are using them in constructions like “I lived in the Northwest for a decade”;
—Seasons (winter, spring, summer, fall) are lowercase;
—In the complimentary close (or valediction) of a letter or e-mail, only the first word is capitalized: “Very truly yours,” “All the best,” and so on;
—For Black, when used in reference to a person’s race. Brown and White (in reference to race) also may be capitalized for the sake of consistency. 
Before you capitalize a word, you need to decide if there is a good reason to do so: is the word in some way special? Most capitals start a sentence; they occur in names of people, buildings, countries, brands; they’re abbreviations; or they mark something unusual or distinctive about a word or a thing.

1. Pronouns replace nouns or noun phrases. Some linguists say pronouns are just forms of nouns. 
1. Pronoun reference can be a problem. The buried, ambiguous, or never-mentioned antecedent can lead to confusion. Remember that an antecedent is the word that the pronoun replaces and refers to, and your reader has to know what that word is.
1. A second issue is pronoun agreement. You need to make sure that your pronouns agree with their antecedents in gender and in number. The “singular they” is OK now, if the antecedent’s gender is not known, or if it refers to a nonbinary person who prefers the plural, nongendered pronoun.
1. Third issue is pronoun case: subject, object, possessive, relative, interrogative, indefinite, indefinite relative, reflexive, anticipatory, or demonstrative? You need to know which pronouns fit in what places in sentences:  “Him and me went shopping” won’t work because you need subject pronouns, not the object pronouns “him” and “me.”  (It should be, “He and I went shopping.”) “Bring your completed exam to the secretary or I” is similar: “I” is a subject pronoun, but you need an object pronoun in the sentence. “Bring your completed exam to the secretary or me.” Reflexive pronouns are often misused“Bring that to Jon or myself”). They are used for emphasis, as in “He himself was to blame.” Or they can be used when the doer and receiver of the action is the same: “John scolded himself for sleeping late.” 
1. Note that after a “to be” verb that is conjugated (am, is, are, were, was, been, being) you need to use the subjective case of the pronoun: “This is he.” “It was she who saved us.” But, “It’s a great year to be me.”
1. Who and whom prove troublesome for many writers. Who is a subject pronoun and whom an object (pp. 109-110). You need to decide if, in the clause in which the who or whom occurs, it’s functioning as a subject or as an object. If it’s a subject, then who is needed. If an object, then whom. Put your finger over the who/whom and see if you can substitute a she or her. If it’s a she, then you need who. If a her, then whom. 
 Example: A woman (who/whom?) I know is attending the conference.
A woman who/whom I know is attending the conference.
I know her or I know she?  Since it’s her, then whom is used: 
A woman whom I know is attending the conference. 
Note that you can just omit the whom and the sentence will be acceptable without it. 
1. Indefinite pronouns like neither, either, none usually take singular verbs, as noted above (6c). But if you move from one clause to another, you will need to move to a plural form: “Since everyone was shouting at once, I told them to quiet down.” 
1. Adjectives have three main forms: base, comparative, and superlative. They modify nouns or other adjectives, and you need to make sure that it’s clear what noun or adjective they are modifying. You don’t want to introduce ambiguity, as in “They sold beautiful women’s clothing.” What’s beautiful here?
1. Sometimes adjective forms are “regular,” as in strong, stronger, strongest. Sometimes they are not: good, better, best. Generally, longer base-form adjectives need to have a “more” and a “most” affixed to them to create the comparative and superlative: “More extraordinary,” “most extraordinary,” not extraordinarier and extraordinariest. Note that participle-based adjectives typically require the “more” and “most.” “He was more devastated than I was.”
1. Relative clauses are groups of words including a subject and a verb and are introduced by a relative pronoun like who, which, that. These clauses function adjectivally (pp. 117-19). “He is one of those people who always think they are right.” “It was a book that he read over and over.” Note that the that can often be deleted in these constructions without losing any meaning.
1. Prepositional phrases typically function as adjectives or as adverbs. Again, make sure that they are close enough to what they are modifying so that there is no confusion.  “With a husband and four children, her washing machine was running all the time.” The washing machine has a husband and four children?
1. Long adjective strings should generally be avoided in “formal” writing, but if you want to use a long string, note that there is a general sequence you should follow. Opinions about the exact sequence differ, but here is one that is fairly typical: 
1. opinion | size | shape | condition | age | color | origin
“It was a horrible, huge, bulbous, rusted, old, red American car.”

1. Adverbs tend to answer the following questions: When? (for example, soon) In what way? (swiftly) Where? (here) How? (perfectly) Why? (for the fame) To what extent? (completely)
1. A small sampling of words that can function as either adjectives or adverbs: low, late, most, clear, clean, just. 
1. Many adjectives can be fairly easily made into adverbs: weary→wearily; quick→quickly; terrible→terribly. 
1. Note that prepositional phrases can function as adverbs: “I did it for the fame.”
1. As with adjectives, placement is crucial: it needs to be clear what it is that the adverb is modifying, though adverb placement is a little looser than adjective placement. 
1. Some adverbs are called “boosters” (very, extremely, excessively), while others are “downtoners” (somewhat, rather, mildly).

1. Conjunctive adverbs often pose a problem because people think these words function the same way that conjunctions do. They do not. These words include however, consequently, thus, therefore, for example, nonetheless, furthermore, and meanwhile. I mention several situations in which you might want to use these (comparison, contrast, adding information, suggesting cause-effect, giving emphasis, indicating a time period, placing conditions on something—see pp. 130-31).
1. Keep in mind that a sentence such as “He wanted to buy the new car, however his credit score was too low” is an example of a comma splice. You need to replace the however with but, or use a semicolon prior to the however and a comma after it. (See pp. 131-33). 
1. Not every use of however requires a semicolon. However can be a “concessive” “However hard he trained, he couldn’t do a four-minute mile,” or an “interruptive”:“JoNelle wanted everyone to know, however, that she had not intended to offend them.” It can also function as a transition word at the beginning or end of a sentence: “However, I am not sure that anyone will like the results.”

1. Well and good may seem to be interchangeable in informal English, but try to differentiate the two, even in speech: well is an adverb and modifies a verb; good is an adjective. Of course both of these words can function as nouns, depending on the sentence they’re in, and well can function as a prefix and be adjectival: “It was a well-attended play.” Put the descriptor after the noun, though, and it becomes an adverb: “The play was well attended.” See pp. 133-34) “I feel well. I did well. You write well. That’s a good pen. This is a good group of students in the class.” 

1. Determiners specify certain things about a noun that they precede. You should consult the chart at the end of this guide for help in picking the right determiner.
0. Note that determiners should follow a certain order: predeterminer, central determiner, post-determiner (pp. 153-54), though the order can vary sometimes. 
0. Often, no determiner is needed at all. (This is called a “Ø-determiner.”) 
0. The rules for the use of determiners are complex and have been internalized by native speakers or nonnative speakers with strong native fluency.
0. The determiner a is used in situations when the next word has a consonant sound: a boat, a beast. An is used before nouns that start with a vowel sound: an oven, an idea, an honest man.
0. Note that the definite article the is pronounced in a different way if it precedes a noun with a consonant sound as opposed to a vowel sound: thǝ (this is the word pronounced with an “uh” sound) is used for consonant sounds; thee for vowel sounds: thǝ boat, thǝ girl, thǝ pelican; but . . . thee only, thee original, thee animal. (There is wiggle room here.)
0. Some place-names require the definite article. You will need to memorize them, like the Grand Canyon, the Bronx, or the Alps (pp. 161-62).
0. Certain illnesses require the definite article, while others do not. In some cases, either form is correct (pp.167-70). “He had the bends; I had cancer.”

1. Bare essential rules for the use of the vs. a/an . . .  
1. The is used for something special, known or familiar to the audience, previously mentioned—or is a place name requiring that determiner, like the Alps. 
1. A/an is less definite (hence its name, the “indefinite article”)—it is more general and nonspecific than the.

1. The colon and semicolon are mysteries of English. 
1. Semicolons are used to join main clauses. Linking the main clauses with a semicolon suggests a closeness to that link:  “They wanted to win the game; they failed spectacularly.”  “No one knew what was coming; everyone sensed disaster, however.”
1. Semicolons are also used to separate items in a list that has one or more elements containing commas:  “They were from many places: St. Louis, Missouri; Massapequa, New York; Cleveland, Ohio; Claremont, California; and Washington, D.C.” This clarifies that “they” were from just five places. Using commas would make it seem like nine.
1. Colons should not be confused with semicolons. Colons usually introduce something, like a list, a quotation, or even an appositive at the end of a sentence. They also are used in formal letter salutation (Dear Professor Cioffi:) and in time expressions (10:45 p.m.).

1. Slang. You need to figure out which words in your writing are slang and replace them with more formal variants that express your idea. Much slang will be completely understandable across multiple groups. I mean, I can readily process words like ain’t, whazzup, no biggie, cool it, buzzed, strung out, whacked, woke, and even LOL, tbd, YOLO, SMH, ROTFL, and most vulgar slang. But when these words or initialisms are used in the middle of a formal essay or presentation, it’s jarring, even unnerving. Then, too, these words are understandable only up to a point. There’s a vagueness, an ambiguity, a fuzziness surrounding slang words that we’re all familiar with. What exactly is a no biggie? What does the sociologist Erving Goffman mean in his essay entitled “Cooling the Mark Out”?[footnoteRef:3] How inebriated is buzzed? (I want a blood alcohol level.) If you are striving for exactitude, slang is not your best option. [3: This means something like attempting to calm down and mollify the person who has just been duped or conned.] 


1. Apostrophes. Apostrophes, which look a little like a “high comma” (or a “flying comma”), are used in contractions, in some plurals, and in most possessive forms. 

a.  Contractions are used to shorten verbs, usually in their negative forms. It indicates excision of one or more letters:
should not→shouldn’t
I shall or I will→ I’ll
Ain’t→am not, is not, are not (ain’t is slang)
1. Many teachers and copy editors insist that no contractions should appear in formal prose. This seems to me too strong a prohibition. Using them sparingly seems to make sense. Again, though, this is a matter of style, not grammar.
1. Sometimes, apostrophes indicate plural, such as when pluralizing initials or using the plural of letters:
👍Both Puneet and Arpita had PhDs in English. [No apostrophe needed for abbreviations.]
👍They both had straight A’s in college.
👍“Mind your p’s and q’s,” was what Puneet’s mother always told him, urging him to be attentive to matters of decorum.
1. Dates and numbers (1990s, fours, 8s and 9s) do not require an apostrophe.
1. Apostrophes also indicate possession, which is often more difficult than it would at first seem. They can also indicate when something is an aspect or part of something, as in expressions like “earth’s atmosphere” or “the dog’s tail.” Here is an example of a singular proper noun in the possessive form:
👍Puneet’s goal was to get to the bottom of the alien-invasion situation.
Joint possession uses just one apostrophe:
👍Puneet and Arpita’s hard work seemed to be drawing unwanted attention, though, particularly from people who simply wanted to destroy the alien invaders.
But these two hardworking journalists have different writing styles, and this sentence alludes to those two different styles. This is not a joint ownership situation:
👍Puneet’s and Arpita’s writing styles differed quite a lot.
1. Noncountable nouns ending in s, like the names of diseases (diabetes, measles) or of fields of study (classics, geophysics, acoustics), and words like scissors, tongs, tweezers, pants, and many others also take just the apostrophe to indicate possession, as there is no difference between singular and plural forms.
👍While physics’ attraction was initially great, Puneet decided instead to major in English.
👍Measles’ ravages were evident on her skin, but Arpita’s scars were fading.
Regular plural forms, which end in s, take just an apostrophe:
👍Behind all of the domestic unrest, of course, was the aliens’ continued presence.
1. In sum, to show possession of a plural noun (typically ending in s), just add an apostrophe: the five friends’ plans, the products’ packaging, the Curtises’ house. If the plural form is irregular and does not end in s, you need to use an apostrophe + s: the bacteria’s virulence, the children’s toys, your teeth’s health. (You might opt for the health of your teeth in that last example, though.)
1. Possessive pronouns such as its, his, hers, ours, yours, theirs all end in s, but they do not take an apostrophe. It’s, which some have cited as the most frequent wrong word usage in English, is not the possessive form of it! It’s is a contraction for it is or it has. The possessive of it is its. Verbs ending in s do not require an apostrophe, either.

Table 1. Verb Tenses: The Bare Essentials
	
	Present
	Past
	Future

	
	
	
	

	Simple
	Happens right now or on a regular basis
	Happened at a particular point or over a period of time.
	Will happen

	
	Arpita enjoys life
The moon rises every night.
	The aliens landed.
Arpita enjoyed life
	Arpita will enjoy life

	
	
	
	

	Perfective
	Started in past, continues into present (or stops at present moment)
	Started in past, completed in past, prior to something else taking place
	Starts in past, present, or future, and completed in future

	
	
	
	

	
	
	
	

	
	Puneet has enjoyed life (up until now)
	Puneet had enjoyed life
	Puneet will have enjoyed life


	Progressive
	Present continuous, ongoing (brief) action

He is living life to its fullest.
	Past continuous action, brief or now ended

He was enjoying life
	Future continuous action not yet started

He will be savoring a life well lived


	Perfective Progressive
	Started in past, continues in present

Arpita and Puneet have been writing for a long time now
	Started in past, ends in past, prior to some other occurrence

He had been planning an ordinary life before the alien invasion took place.
	Started in past, will continue in future for indefinite period

By 2035, they will have been writing for over a decade 

	
	
	
	

	Modal + verba  (Note: verb can be omitted if it’s understood)
	Possible/probable/obligative: present sense of an imagined, possible, or wished-for past
	Similar to other modal: present sense of an imagined, possible, or wished-for present or future

	
	Modal + have + past participle
	Modal + infinitive (minus the “to”)

	
	Modal + have been + past or present participle, adjective, or noun phrase. 
	Modal + be + past or present participle, adjective, or noun phrase. 

	
	I should have tried. 
	I should/could/would try.

	
	I might have been writing that article. It could’ve been a mess.
	I should be writing that article. I might be sad. I could be a father.


a Modals include the following: should, could, would, might, may, must, ought, can. The modal will helps to create the future tense. Modals are not used with has or had (👎I might had. . .), and not doubled: 👎“You shouldn’t a oughta a done that.”

Table 2: Pronoun Case
	Case
	Examples enumerated
	Use/function
	Examples
	Issues

	Subject
	I, you, he, she, it, we, you, they
	function as subject of a sentence
	She is tall. He is svelte.
	Antecedent clarity and agreement. This case is used prior to to be verbs.

	Object
	me, you (singular), him, her, it, us, you (plural), them
	function as object of sentence or of a preposition 
	“Tell me,” Arpita said. Puneet replied, “It’s about us.”
	Often incorrectly used as subject: “Me and Puneet will write about it.”

	Relative
	that, which, where, when, who/whom
	introduce a relative (adjective) clause
	The aliens, which people feared and found exceptionally weird, did not try to communicate.
	which typically introduces nonessential elements; that, essential. Whom is falling out of speech

	Possessive
	1. my, your, his, her, its, our, your, their;
2. mine, yours, his, hers, ours, yours, theirs
	indicate ownership or refer to an aspect of a thing or person. Group 1 occur with a noun; 2, without
	her idea, his plan, our problems, my dog; its nose, it was theirs 
	Need to agree w/ antecedent; their(s) can be singular; no apostrophe needed to show possession

	Interrogative
	Who, which, where, what, how
	These introduce a question for which there could be a complex answer
	“Which of the neighbors can we count on?” Arpita asked.
	Note that these usually cannot work for a y/n question. 

	Indefinite
	neither, either, someone, no one, everyone, both, all, somebody, nobody
	Can function as subject or object; indefinite in their reference
	Neither of them really understood what was going on.
Either would do.
	Except for both and all, take singular verbs. (Plural verbs sometimes better.)

	Indefinite relative
	Whoever, whenever, wherever, whatever
	These have what might be termed a nonspecific reference
	Whatever they wrote seemed to cause controversy. Puneet said, “We need to be patient and kind.” 
Garrastazu replied, “Whatever.”
	Whatever has taken on a meaning much larger than its definition implies; it often indicates contempt or scorn for an inquiry or assertion 

	Reflexive
	myself, yourself, himself, herself, itself, ourselves, themselves
	emphasize a previous noun or pronoun; also show that doer and receiver of action are the same
	They themselves were not afraid. They would work to uncover the truth. “I won’t be able to do it myself, though!” 
	Themself and ourself are not standard, but their use is now accepted by most editors and teachers

	Demonstrative
	This, that, these, those
	Indicate something plural or singular, near or far; can be used as subject or object of sentence
	“This seems larger than those on the other side of the ridge,” Puneet said about alien puddles.
	This (near) and that (far) are singular; these (near) and those (far), plural. Often confused.

	The following should be used with caution:

	Anticipatory
	Usually subject pronouns
	These occur prior to the referent
	“They are up on the ridge, waiting and trigger-happy, those men with guns.”
	Their use is problematic—they too often garble your meaning. 


Table 3. Uses of the Comma
	Importance
	Use

	

	Used to set off added information
	Used to “set off” elements to emphasize their importance 
	Used to indicate a pause and/or to clarify meaning
	“Conventional usages”—just used this way since they always have been.

	Especially important and necessary; can be confusing if omitted
	Joining two or more main clauses with coordinating conjunction:

“My father wanted to win the race, and I shared in this aspiration.”

“Janelle became company president, but she felt as though the promotion came too late.”
	To set off introductory elements  

“Looking hard at the sky, he waited for the lunar eclipse.”

To indicate contrast or emphasis, for example in a “tag question” (“You understand, don’t you?”)
	To separate items in a series (especially if last two can be misread as an appositive), and with coordinate adjectives:  X, Y, and Z

(This usage is sometimes called the “serial comma” or “Oxford comma”)
	Use with dates, degrees, and addresses: “As of October 29, 2017, Arpita Tagore, Ph.D., lives at 121 Ontario Avenue, Pequa, NY  10025” 

To show direct address; use after salutation in informal letter: “Dear John,”

Use when representing  dialogue: “Arpita said, ‘I am very tired now.’”

	Somewhat less important, but still usually necessary to convey intended meaning and to prevent confusion
	Joining short main clauses with coordinating conjunction: “You studied and now you will pass.” 

Use with nonrestrictive  elements. “Our president, Mr. Wu, is very esteemed.”
	To set off introductory element of fewer than four words 

To set off “interruptives” like however: ”She wanted, however, to win.”
	After a 
subordinate
clause: “If he signs on, he can run.”

Used to mark omission of a verb: “She was tired; he, perky.”

	∅

	Not exactly optional, but getting there
	∅
	Use with mild opening interjections: “Well,” “So,” “Yes,” or “No.”
	N.B.: Some styles (AP, NY Times) prohibit
serial comma
	∅
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NOUNS
Proper
Nouns
 
Common
Nouns

Place-names
Singular
Plural
Singular
Plural

Countable†
Noncountable 
(no plural forms)
A class or category
a class/category
Not a class or category
A class or category
Not a class or category
Almost all
Plural- soundinga
Definite
Definite
Definite
Indefinite
Indefinite
Indefinite
Place
Names*
a/an      Ø       the         the          Ø          Ø            the           the               a/an               the                       Ø                                the                         Ø
w/ of clause
a Coors   Oxford                      The Alps                  Costcos are enormous.	  The country is reeling	      The concepts seemed too complex.	                            The music was beautiful	
a Ford     Berlin                      The Bronx                 BMWs are expensive.         The E-car is new on the scene.              The sidewalks are crowded.                                              The advice was invaluable

        The Isle of Man, The Mississippi      Biden is president              The Smiths are here                         Give me a pencil		              Typewriters are fun to use                    	                            Dirt is a problem 
                   The Rocky Mountains                 Charles is king.         The Bushes have dominated politics.       I have an idea                                     Boots will be needed today                                                         Integrity is required  
_______________

*There are some exceptions to these rules, such as Queens (no article) or The Antarctic. See Chapter 8.  	†Some nouns can be either countable or noncountable and follow the rules for their function within the sentence.
                                                
Seas; Mt. Ranges, 
Oceans



