WRITER’s HANDBOOK, PART 2 internet activities
INTeRNET EXERCISE WH2.1

Parts of Speech

At this point, studying parts of speech will probably not have an impact on your writing. However, you can get in touch with the various pitfalls of each part of speech that lead to common mistakes.  

You may have learned that a particular word is also a particular part of speech; for example, that the word “cup” is a noun, as in “a cup water.” However, that’s only part of the story. Part of speech is determined by the role that word plays in a sentence.  The word “cup” can also be a verb; for example, “I cup my hands when I want to catch rain.”

Here are two points for you to consider: 

· The way a word functions in a sentence determines its part of speech.

· Words can change from one part of speech to another based on usage.

Your understanding of the language may be higher than your confidence. As you review the parts of speech, it is hoped that the information here validates what you already know.

Let’s start our discussion by examining how the various parts of speech function in a sentence. We’ll start by summarizing information about verbs, because the verb of a sentence also determines the subject (which consists of a noun or pronoun or noun phrase) and the object (which also consists of a noun or pronoun or noun phrase). Also, verbs are more complicated than any other part of speech and open to many types of errors. 

Verbs

Verbs represent the only part of speech that changes time.  To determine if a word is a verb, a good test is to put the word “will” in front of it. If the combination makes sense, the word is probably a verb; for example, will go, will see, will do, will be.

An infinitive is the base form of the verb plus the word “to”; an infinitive is not inflected to indicate person, number, or tense; for example, to go, to speak, to arrive.

From its infinitive, or base form, a verb is “conjugated.” That means the verb changes form to indicate tense (past, present, or future) as well as person (1st, 2nd, or 3rd person) and number (singular or plural).  

Here is the simple present tense of the verb “walk”:





Singular



Plural

1st Person     

I walk




We walk


2nd Person 
 
You walk



You walk


3rd Person 

He, She, It walks


They walk






(S-Form)

For simple past tense, add and “ed”: 





Singular



Plural

1st Person     

I walked



We walked


2nd Person 
 
You walked



You walked


3rd Person 

He, She, It walked


They walked






(S-Form)

Verb Tenses 

Each tense has a present, past, and future: 




Present

Past


Future

Simple


walk


walked


will walk

Perfect  

have walked

had walked

will have walked

Progressive 

is walked

has been walking
had been walking

Perfect Progressive
have been walking
had been walking    
will have been walking
We will not go into detail here about how to use the various tenses. That’s because most writers do not have a problem with tenses, but rather using certain verb parts incorrectly; specifically, past tense and past participle forms of irregular verbs.    

Types of Verbs

Action Verbs. Almost all verbs express action; These are verbs that express action, such as “walk, go, do.” Most verbs are action verbs; however, action verbs can be used in ways so that they do not express action, as in the passive voice, discussed below. Use adverbs to modify action verbs; for example, the car runs well. 

Linking Verbs.  About 11 verbs are linking verbs convey a state of being and do not transfer action.  The words following a linking verb modify the subject rather than the verb; linking verbs take subject complements, not objects. Thus, a modifying word following a linking verb would be an adjective (subject complement) rather than an adverb; for example, I feel bad.  Common linking verbs are forms of to be (is, are, was, were), appear, become, seem, and at times smell, taste, feel, sound, look, act, grow. 

Main verb. Verbs string together to form the various tenses, and the main verb is the only or last verb in a sequence of verbs; for example, with “will have gone,” the main verb is gone.

Helping Verbs. Helping verbs are formally referred to as “auxiliary verbs.” Helping verbs come before the main verb to give special shades of meaning; for example, must have gone.   

Transitive/Intransitive.  Verbs are transitive when they pass their action to a direct object. A few verbs must take direct objects to be complete (for example, lay and set).   Verbs are intransitive when they do not pass action on to a direct object (for example, lie or sit).  (Set the book on the table.  She lay down to take a nap.)

Voice. Verbs express two voices: active and passive. If the subject is the DOER of the action, the verb is active.  In other words, the grammatical subject and the real subject are the same; for example: George threw the ball to Tome. If the subject is the receiver or the result of the action, a verb will be in the passive voice; for example:  The ball was thrown by George to Tom.

Mood. Verbs express three moods: indicative, imperative, and subjunctive. The indicative mood expresses matters of fact, the imperative mood expresses emotion, and the subjective mood expresses improbability.

Nouns

A noun is a person, place, or thing, but it is also an idea and a whole range of “objects” that can’t be seen or felt. For example, the “wind” is a noun, and it’s hard to argue that “wind” is a “thing” or a “place.” Be a little flexible in the way you think of nouns.

One way to tell if a word is a noun is to put the word “the” in front of it. If this combination makes sense and feels complete, then the word is likely to be a noun; for example: “the plant,” “the car,” “the book,” “the friend,” “the economy,” and so on.

Test this out for yourself. Write a list of words that you think are nouns and then put the word “the” in front of them. Do they make sense? 

Qualities of Nouns:

Proper nouns are the official names of people, places, or things and should be capitalized. Other proper nouns include the names of the days of the week and the months of the year. An example of a “thing” that should be capitalized is the “Constitution of the United States.” Can you think of examples of other things that should be capitalized?

Common nouns are names of general groups or classes of places, objects, ideas, and qualities; for example, town, car, enthusiasm, and so on. 

Collective nouns name groups such as family, committee, or team. In general, a collective noun can be singular or plural depending on the way the word is used. Here are some collective nouns: committee, company, firm, group, corporation, management, jury, staff, and team. If the members of the group are acting as a unit, use the singular form of the verb; if they are acting separately, use the plural form of the verb.

Concrete nouns name things that can be experienced through the senses, such as flower, dog, or rain.

Abstract nouns name things that are not knowable through the senses such as honor, integrity, or pride.

Count nouns name countable items such as cookies, friends, and tulips. 

Noncount nouns name items that cannot be counted, such as sand, water, paint, and time.

Pronouns

Pronouns are used in the place of nouns and there are various kinds of pronouns. Here are some classes of pronouns along with examples.

Personal pronouns:

I, you, he, she, it, we, they; me, you, him, her, us, them

Possessive:


my, mine, your, yours, his, hers, ours, theirs

Reflexive:


myself, yourself, himself, herself, ourselves, themselves

Demonstrative:

this, these; that, those

Interrogative:


who, what, which

Relative:


who, that

Indefinite:


some, one

Reciprocal: 


each other; one another

Many people make mistakes with the way they use subject and object pronouns.

Adjectives

Adjectives modify nouns and pronouns, which means that they describe them. Adjectives add color, taste, feel, and other dimensions to the words they describe. Effective use of adjectives gives readers a strong visual of that which is being described. Adjectives are not an important element of business writing but are important in most other types of writing. Can you imagine reading a novel without adjectives giving you the vivid details that paint a picture in your mind?  Here are a few examples: bright, new, slow, yellow, tall, warm, fuzzy, clear, little, great, and so on.

Adverbs

Adverbs modify adjectives, verbs, and other adverbs. Adverbs provide the same sort of element to writing that adjectives do by adding more depth, color, or intensity. Adverbs answer the questions how, when, where, why. Some adverbs are formed by adding “ly” to adjectives; for example, “the slow car” compared to “the car is going slowly.” Here are a few more examples of adverbs: quickly, quietly, friendly, very, more, most, less, least, and so on.

Articles: Definite and Indefinite

The article “the” is referred to as a definite article because it refers to items in a specific way; the meeting or the person. 

The articles “a” and “an” are indefinite articles because they refer to items in a nonspecific way; for example, a meeting, a friend, or an opportunity. 

Your decision to use “a” or “an” relates more to the sound of the word following it than the spelling of the word. 

· Use “a” before words that begin with a consonant, an h that is pronounced, the long u sound, and o that sounds like a “w” (as in “one”).

a unit


a home



a one-week training

a unique idea

a European vacation

a youth club


a hopeful person

a hotel



a UN mission

· Use “an” before vowel sounds (other than long u) and words that begin with a silent h.  

an honor


an upset

an X-ray

an outcome

an NBC anchor
an 8 o’clock reservation

an unusual event

an IRS agent

an honest person

Conjunctions

Conjunctions. The three major types of conjunctions are coordinating, subordinating, and adverbial. Here are a few examples of each:


Coordinating: 
and, but, or, for, nor, so, yet


Subordinating: 
when, after, as soon as, because, even though


Adverbial: 

however, therefore, for example, in general, consequently
Conjunctions show relationships between ideas and build bridges between them. They are a key element in knowing how to punctuate.

Prepositions

To speak of prepositions it is also important to speak of prepositional phrases. A preposition is a word that has an object; the preposition links its object with some other expression.  

Here are some common prepositions: in, after, about, between, among, of, at, on, onto, before, after, to, from, and so on.

Here are some prepositional phrases: in the rain, on the bus, by the stove, into the room, from the store, between the two people, and so on.

If you are an adult learning English for the first time, the correct use of prepositions is difficult to achieve. Most speakers pick up the correct use of prepositions when they are children. It’s easier to give an example of correct usage of prepositions use than an explanation.

For a deeper understanding of the various parts of speech, refer to The Gregg Reference Manual, which gives detailed information about how to use each word class and the kinds of common errors that occur. Also review the related links below. 

Related Links: Parts of Speech

1.
University of Ottawa, Parts of Speech: http://www.uottawa.ca/academic/arts/writcent/hypergrammar/partsp.html

2. 
Interlink Language Centers, Parts of Speech: http://eslus.com/LESSONS/GRAMMAR/POS/pos.htm

3. 
Capital Community College Foundation, Definitions of Basic Sentence Parts: http://webster.commnet.edu/grammar/definitions.htm

4. 
University of Purdue Online Writing Lab: Grammar, Punctuation and Spelling: http://owl.english.purdue.edu/handouts/grammar/
5. 
Know Your Parts of Speech: http://www.grammarstation.com/KnowYourPOS.html

6. 
Utah Valley State College, Online Writing Lab: http://www.uvsc.edu/owl/handouts/partsosp.html
ACTIVITIES

1.
Name the 8 parts of speech and their functions.
2.
Name 5 collective nouns and use them correctly with singular and plural verbs.

3.
Make a list of 20 words (nouns and adjectives) that begin with vowels and 
determine which should be preceded by “a” and which should be preceded by “an.” 

INTERNET EXERCISE WH2.2

Grammar References
Every business writer should have easy access to a grammar reference source. No one remembers all the rules all of the time. The more you take the time to look up your questions, the better and more refined your speaking and writing will becomes. Take the time—what you learn will support you in the long-run. The lists that follow provide suggested online and on-shelf  reference sources.

Related Links: Online Grammar References

1. 
Columbia University Elements of style: www.columbia.edu/acis/bartleby/strunk
2. 
The A to Z of alternative words: http://www.plainenglish.co.uk/A-Z.html

3. 
Guide to Grammar and Writing: http://webster.commnet.edu/grammar/

4. 
Daily Grammar: http://www.dailygrammar.com/
5. 
The American Heritage Book of English Usage: http://www.bartleby.com/64/
6. 
Purdue’s Online Writing Lab (OWL): http://owl.english.purdue.edu/
Related Texts: Grammar References

1. 
Gregg Reference Manual, 10th edition by William A. Sabin 

2. 
Elements of Style, 4th edition by William Strunk, Jr., E.B. White, Roger Angell 

3. 
Chicago Manual of Style, 15th edition by University of Chicago Press Staff

4. 
The Blue Book of Grammar and Punctuation, by Jane Straus
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