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LESSON 1
Why Proper Writing and Correct Grammar

Are Essential for Successful Business Writing
Topics Covered

 Why proper writing and correct grammar are essential for successful business writing.

Introduction

First impressions can make lasting impressions, and often the first impression a potential client has of
a business is through some form of written communication. Sloppy writing or incorrect grammar,
spelling, or punctuation can turn a potential client away before you have a chance of winning him or
her as a client.
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 Exercise 1: Why Proper Writing and
Correct Grammar Are Essential for

Successful Business Writing
 5 to 10 minutes

In this exercise, you will answer the following questions and be prepared to discuss them with the class.

1. When a potential client sees multiple errors in the written materials of a company, he or she
is most likely to:

A. Forgive the errors as common mistakes anybody can make.
B. Try to sell a grammar course to the company.
C. Take his or her business elsewhere.
D. Overlook the mistakes because nobody cares about proper writing anymore.

2. Which documents should always be reviewed for mistakes before they are sent out?

A. Formal business proposals.
B. Internal memos.
C. Flyers for the company picnic.
D. Letters to clients.
E. All of the above.
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Solution

1. C. Take his or her business elsewhere.

2. E. All of the above.

Conclusion

In this lesson, you have learned why proper writing and grammar are essential for successful business
writing.
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LESSON 2
Basic Grammar Rules

Topics Covered

 About parts of speech.

 About subject-verb agreement.

 About parallel construction.

 The difference between complete and run-on sentences.

 About hypercorrection.

Introduction

In this lesson, you will learn about parts of speech, about subject-verb agreement, about parallel
construction, the difference between complete and run-on sentences, and about hypercorrection.

❋

2.1. Parts of Speech

 2.1.1. Nouns

Nouns are names. They can be proper nouns, which name specific things, or common nouns, which
name everything else. Proper nouns are capitalized; common nouns are usually not capitalized. Nouns
have many functions within sentences, but, in order for a sentence to be a complete sentence, it must
always have a noun.

Nouns are the subject of the sentence and are used to identify the who, where, and what in language.
For example, in the following sentence, the nouns are bolded:

Marcus and his pet alligator went to the Bayside Marina to see the huge whales.

In this example, both Marcus and Bayside Marina are proper nouns, one naming a specific person and
the other naming a specific place. Alligator and whales are common nouns, one the name of a reptile
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and one the name of a mammal. Both Marcus and alligator are the “whos” of the sentence, Bayside
Marina is the “where,” and whales are “what” they are seeing at the marina.

 2.1.2. Pronouns

Pronouns are words that can replace nouns or other pronouns. They are used to make writing clearer
and less repetitive. Personal pronouns refer to specific things or people. The form of the personal
pronoun will change to indicate gender, number, case, and person. There are several different kinds
of personal pronouns:

1. Subjective and objective personal pronouns

A. Subjective: I, you, he, she, we, they, it
B. Objective: me, you, her, him, us, it, them

2. Possessive personal pronouns

A. My, her, their, his, mine, yours, ours, theirs, its

Other kinds of pronouns are used to refer to or identify nouns, ask questions, link phrases or clauses,
or perform other functions within the sentence as listed below:

1. Demonstrative pronouns (identify nouns)

A. This, that, these, those

2. Interrogative pronouns (ask questions)

A. Who, whom, which, what

3. Relative pronouns (link phrases or clauses)

A. Who, whom, that, which

4. Reflexive pronouns (refer back to the subject)

A. Myself, yourself, herself, himself, itself, ourselves, yourselves, themselves

5. Indefinite pronouns (refer to identifiable, but not specific persons or things)

A. Anybody, everybody, all, any, anything, one, none, several

6. Intensive pronouns (emphasizes its antecedent)

A. I, myself; they, themselves; he, himself
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 2.1.3. Verbs

Verbs are the words that show the action the nouns are performing in the sentence. Verbs can also
show a state of being as in be, exist, stand. Verbs are necessary elements in a complete sentence. The
subject (noun) must have something to do in a sentence and the verb is there to make sure that happens.

It can be something as simple as this: "The vase is  worth millions." The verb is the word is - showing
state of being of the vase (noun). An action verb will have the noun doing something other than just
being. Like this: "The million dollar vase crashed  to the floor."

Of all the parts of speech, nouns and verbs are probably the easiest to identify.

 2.1.4. Adjectives

Adjectives define or describe nouns. In a simple sentence, the adjective may be one single word, such
as “the.” For example, you can say, “The basketball rolled under the car.” Both nouns, basketball and
car, are defined by the word “the.” The word “the” is also an article (as is the word “a”) and when used
to define a noun is sometimes called an article adjective.

However, if we wanted to add more meaning to the sentence, we would add more adjectives, like this:
"The new basketball rolled under the rusty old car." Adjectives give us more information about the
ball and the car, making it easier to understand which ball and which car.

Using adjectives in business communication will help make the communication easier to understand.
If you are sending an email about a meeting, it makes more sense to write it like this: "The project
meeting will be at 2:00pm on Thursday.“ If you just wrote, ”The meeting will be at 2:00pm on
Thursday,“ your reader may ask, ”Which meeting?"

 2.1.5. Adverbs

Adverbs modify or define verbs. Adverbs are also flexible enough to modify other parts of speech such
as adjectives and other adverbs. They never modify nouns. To find the adverbs in a sentence, ask the
questions, how? why? when? where? and to what extent? Adverbs are sometimes identified by the suffix
-ly, as in: "Polly slowly  turned.“ The noun performed an action and the adverb told us HOW that
action was done. Another function of an adverb is to tell us where the action is taking place, as in:
”Maybelle ran upstairs ."
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 2.1.6. Prepositions

Prepositions introduce nouns or phrases in sentences. They do this by linking the nouns, pronouns,
or phrases to other words in the sentence. Prepositional phrases contain the preposition, its object, and
any related adjectives or adverbs. Some common prepositions are:

about
above
over
past
with
within
around
among
on
in
from
for

Some examples of prepositions in sentences are:

1. The monkey is in  the cage.

2. Susan ran through  the rain.

3. The dog is under  the table.

4. Robert read his email during  the meeting.

 2.1.7. Conjunctions

Conjunctions join or connect words, phrases, and clauses together. Writers often get into trouble with
conjunctions by placing one of them between two complete sentences, creating a run-on sentence. We
will discuss run-on sentences later.

There are good reasons to use conjunctions to join words or phrases together, one of which is to
eliminate short, choppy writing. The most common conjunctions are: but, so, or, and. Here are some
examples of how they are used:

1. But is used to show opposite ideas. Example: Maureen is young for an executive, but  her
business savvy is unparalleled.
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2. So is used to show results. Example: Bob was prepared to give his presentation, so  he went
before Sally, who forgot her slides.

3. Or is used to show possibilities. Example: The clients are coming either today or  tomorrow.

4. And is used to join elements in the sentence. Example: The Board Members were angry and
disappointed after the sales meeting.

 2.1.8. Interjections

Interjections sometimes stand alone in a written document. They are used to show pleasure or anger
or to demand something.

1. Mild interjections are set off from the sentence with one or more commas. Example: “No,
that is not the way we do things here.”

2. More forceful interjections are set off with exclamation points. For example: “Yay! I get the
next three days off!”

3. Interjections are not used in formal business writing very often. They are used more often in
casual personal writing.
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 Exercise 2: Parts of Speech
 15 to 20 minutes

In this exercise, you will answer the following question about parts of speech.

1. Which of the following parts of speech are used to name people, things, or places?

A. Adjectives
B. Nouns
C. Verbs
D. Interjections

2. Which kind of pronoun would be used to ask questions?

A. Objective
B. Reflexive
C. Interrogative
D. Subjective

3. Which parts of speech are essential to compose a complete sentence?

A. Noun, adjective, verb
B. Verb, adverb, adjective
C. Noun, pronoun, verb, adverb
D. Noun, verb

4. What is one of the problems caused by misuse of conjunctions?

A. Run-on sentences
B. Incomplete sentences
C. Neither A or B
D. Both A and B
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Solution

1. B. Nouns

2. C. Interrogative

3. D. Noun, verb

4. A. Run-on sentences

❋

2.2. Subject-verb Agreement

The simple definition of subject-verb agreement is that when the noun is plural, the verb must also be
plural. Conversely, when one is singular, the other one must be singular. There are some variations on
this rule when dealing with compound subjects.

1. When the compound subject is two or more singular nouns connected by “or” or “nor”, the
verb should be singular: An article or a book on that topic is  in the library.

2. When the compound subject is two or more nouns or pronouns connected by “and”, the verb
should be plural: Sally and Tom  are  running late for the meeting.

3. When a compound subject contains a singular and a plural noun or pronoun connected by
“or” or “nor”, the verb should agree with the subject that is closest to the verb: The CEO or
his vice presidents  approve  the projects.

Another common problem is when the writer confuses the subject of the sentence with a phrase that
comes between the subject and the verb. For example: One of my goals is  to be on time to work.
The word “goals” is plural, but the subject of the sentence is “one,” which is singular; therefore, the
verb must agree with the singular subject.

Other examples of subject-verb agreement arise when the writer is not completely sure which form of
a verb should be used if the word appears to be plural.

1. Civics, measles, and news are all singular nouns that require singular verbs.

2. Pants and scissors, while referring to one object, have two parts, therefore, they are considered
to be plural and require plural verbs.

3. Words such as team, family, and committee are called collective nouns and are treated as
singular nouns requiring singular verbs.
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4. If the subject is singular, followed by a phrase starting with in addition or including and a
plural noun, the verb is still singular. For example: The CEO, in addition to members of the
board, is going on the trip.
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 Exercise 3: Subject-verb Agreement
 5 to 10 minutes

In this exercise, you will answer the following questions about subject-verb agreement.

1. Which of the following sentences has correct subject-verb agreement?

A. All of the newspapers, including the Gazette, are in the trash bin.
B. Either the CEO or the vice president are going to decide what the goals are.
C. Susan, along with her classmates, are spending spring break in Mexico.
D. The workers, along with a supervisor, is making time for this meeting.

2. When using a collective noun such as team, family, or committee, the proper verb form is:

A. Plural, there is more than one item in the collective noun.
B. Singular, the collective noun is considered to be a singular term.

3. Civics, mathematics, and news are considered to be plural words and require plural verbs.

A. True
B. False

4. Which of the following sentences has incorrect subject-verb agreement?

A. Neither Tom nor Joan were included on the organization chart.
B. Neither Tom nor Joan was included on the organization chart.

5. Which of the following sentences has correct subject-verb agreement?

A. After they returned from the class trip, the group, including Joe, Sarah, and Kate,
was assigned a new project.

B. After they returned from the class trip, the group, including Joe, Sarah, and Kate,
were assigned a new project.
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Solution

1. A. All of the newspapers, including the Gazette, are in the trash bin.

2. B. Singular, the collective noun is considered to be a singular term.

3. B. False

4. A. Neither Tom nor Joan were included on the organization chart.

5. A. After they returned from the class trip, the group, including Joe, Sarah, and Kate, was
assigned a new project.

❋

2.3. Parallel Construction

When you use a pattern of words to show that two or more ideas have the same level of importance,
you are using parallel construction. Let’s look at some examples:

1. Proper parallel construction: Roberto prints, collates, and binds the reports. (All three verbs
are the same form.)

2. Not parallel construction: Roberto prints, collated, and bound the reports. (The three verbs
are in different tenses; therefore, they do not show the same form.)

Parallel construction with the gerund (-ing) and infinitive (to) forms of verbs is common, but the two
should not be mixed. Examples:

1. Proper parallel construction: Anthony likes running, jogging, and swimming on the
weekends. OR Anthony likes to run, jog, and swim on the weekends.

2. Not parallel construction: Anthony likes to run, jogging, and to swim on the weekends.
(Note that jogging needs to be “to jog” in this case so that each item in the list is parallel.).

Note the different ways the following sentences are written; each of them is correct. Sometimes in order
to avoid incorrect parallel construction, it’s best to combine like ideas, as in the second example below
in which hiring more college graduates and hiring more women have been combined rather than each
representing a separate item in a list. Using this simpler approach can help you avoid mistakes in parallel
construction. Note in the third example, that “should” has been removed. Since this word applies to
both “hire more college graduates and women” and “not hire family members” it does not have to be
included a second time, though it is grammatically correct either way. More on this below.

1. The CEO told the managers more college graduates should be hired, family members should
not be hired, and more women should be hired.
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2. The CEO told the managers they should hire more college graduates and women, and they
should not hire family members.

3. The CEO told the managers they should hire more college graduates and women, and not
hire family members.

Note that when the information before the first parallel element applies to all the elements, it can be
included before all parallel elements or not and the sentence is still grammatically correct:

1. Correct: The CEO told the managers they should hire college graduates, they should not hire
family members, and they should hire more women.

2. Correct: The CEO told the managers they should hire college graduates, not hire family
members, and hire more women.
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 Exercise 4: Parallel Construction
 5 to 10 minutes

In this exercise, you will answer the following questions about parallel construction.

1. Which of the following sentences is written using correct parallel construction?

A. Angelique said that the meeting was boring, unproductive, and was too long.
B. The trip to the coast is neither too long nor too expensive.
C. Herman went to the grocery store, the theater, and to the drive-in.
D. Buses leave in the morning and night.

2. When listing a series of items after a colon, the format can change if the writer wants to
emphasize something.

A. True
B. False

3. The following sentence is an example of correct parallel construction: Joe likes reading, listening
to music, and skiing.

A. True
B. False

4. Which of the following is an example of incorrect parallel construction?

A. The new manager assigned new tasks and responsibilities, sent an invitation for lunch
to all employees, and decided we would no longer have the day after the Fourth of
July off.

B. The new manager assigned new tasks, she assigned new responsibilities, sent an
invitation for lunch to all employees, and decided we would no longer have the day
after the Fourth of July off.
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Solution

1. B. The trip to the coast is neither too long nor too expensive.

2. B. False.

3. A. True.

4. B. The new manager assigned new tasks, she assigned new responsibilities, sent an invitation
for lunch to all employees, and decided we would no longer have the day after the Fourth of
July off.

❋

2.4. Complete versus Run-on Sentences

A complete sentence has a subject and a verb. An independent clause also has a subject and a verb and
can often stand alone as a complete sentence.

Compound sentences are made up of related independent and/or dependent clauses that are connected
by conjunctions and/or internal punctuation.

Run-on sentences are independent clauses strung together without punctuation in an attempt to create
compound sentences. Run-on sentences can be short or long, but if there is no internal punctuation
or conjunctions separating the clauses, the sentence is considered to be a run-on. Examples:

1. Complete compound sentence made up of an independent and a dependent clause with proper
punctuation: “Yesterday we attended three meetings, as well as watched a video on sales
techniques.”

2. Run-on sentence with no internal punctuation: “The flight was late because of bad weather
I missed the meeting.”

3. Corrected sentence: “The flight was late because of bad weather and I missed the meeting.”
OR “The flight was late because of bad weather. I missed the meeting.”

4. Run-on sentence: “I was so confused I did not take the correct route to the building.”

5. Corrected sentence: “I was so confused; I did not take the correct route to the building.” In
this case, a semicolon is necessary to let the reader know the result of being confused.

You can also change the meaning of the run-on sentence by adding a semicolon, a comma, a conjunction,
or a combination of punctuation and a conjunction. Here are some examples:

1. Run-on: “The manager is a tyrant she is easy to work for.”
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2. Completely separate the ideas by using a period. “The manager is a tyrant. She is easy to work
for.”

3. Using just a semicolon will keep a connection between the two ideas, but it might confuse
the reader somewhat as they are unrelated. “The manager is a tyrant; she is easy to work for.”

4. Make more of a connection between the two ideas by using a comma and a conjunction: “The
manager is a tyrant, however, she is easy to work for.”
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 Exercise 5: Complete versus Run-on
Sentences
 5 to 10 minutes

In this exercise, you will answer the following questions about run-on sentences.

1. Identify the following sentences as either run-on or complete.

A. They weren’t unruly children they were simply being kids.
B. I didn’t know how to make pizza, and I was too embarrassed to ask for help.
C. She liked to read in front of the TV he just dozed off.
D. The family down the street likes the outdoors, but they rarely get to go camping.

2. Run-on sentences are always long, wordy sentences.

A. True
B. False

3. Which of the following sentences is a run-on sentence?

A. Because there was a sale, I went shopping I used the coupons.
B. Because there was a sale, I went shopping and I used the coupons.

4. Which of the following sentences are not run-on sentences?

A. The orientation for new employees in Human Resources usually lasts two hours this
time it took four hours.

B. The orientation for new employees in Human Resources usually lasts two hours;
this time it took four hours.

C. The orientation for new employees in Human Resources usually lasts two hours, but
this time it took four hours.

D. The orientation for new employees in Human Resources usually last two hours,
however, this time it took four hours.
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Solution

1. The answers to whether the sentences in question 1 are run-on or complete are below:

A. Run-on
B. Complete
C. Run-on
D. Complete

2. False.

3. A. Because there was a sale, I went shopping I used the coupons.

4. B, C, and D.

❋

2.5. Hypercorrection

According to the Wiktionary.org, the term hypercorrection means the use of a nonstandard form due
to a belief that it is more formal or more correct than the corresponding standard form. What
hypercorrection amounts to is correcting without fully understanding the grammatical rule and applying
it in places where it should not be applied.

 2.5.1. Common Hypercorrections

Who/Whom

Some common hypercorrections involve the use of the word “whom” when the proper term is “who.”

Who, whoever, whom, and whomever are all pronouns. They are frequently misused because the writer
may not understand the rule and may wish to sound more proper.

The rule about who and whom is this: Use WHO or WHOEVER when the pronoun is the subject of
the sentence. Use WHOM or WHOMEVER when the pronoun is the object of the sentence.

Here is an example of using “whom” when “who” is the correct term: “Whom do you want to sit at
the bride’s table?” Since the pronoun is the subject, the proper form is “who.” Here is an example of
using “whom” as an object. “The bridesmaids, three of whom are blondes, will all sit at the bride’s
table.”
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Another example of using the pronoun as the subject: “It was the groom who said he was too tired to
dance.” In this case, the pronoun refers back to the subject of the sentence; therefore, the proper form
is “who.”

Ending Sentences with Prepositions

Not wanting to end a sentence with a preposition is another reason for hypercorrection. According to
Grammar Girl.com, as well as many other online sources, many experts agree that is perfectly fine in
some cases to end a sentence with a preposition. Here is an example:

This sentence, “She is an excellent colleague with whom it has been a pleasure to work.” can be

“She is an excellent colleague who has been a pleasure to work with.” Note that in the first example,
“whom” is the object of “with” and in the second one, “who” is referring back to the subject; therefore,
it is used in the subjective form.

Fewer/Less

“Fewer” is often used when “less” is meant, and vice versa. The rule for the use of “less” and “fewer”
is to use “fewer” when the amount is quantifiable (can be counted) and “less” when the amount is not
quantifiable. For example:

1. There is  less water in the pool than there was before. (“Fewer water” is incorrect.)

2. There are  fewer donuts in the box than there were before breakfast. (“Less donuts” is incorrect.)

 2.5.2. When It Is Okay to Use “Me”

Consider this statement: “He invited my sister and (I or me) to the convention.”

The common mistake that is made here is to use the word “I” when the word “me” is correct.

One way to determine which is correct is to take out the other person (in this example, my sister) and
read the sentence again:

“He invited (I or me) to the convention.” Of course, it becomes obvious that stating: “He invited I to
the convention” is incorrect.

Therefore, the correct way to write this statement is: “He invited my sister and me to the convention.”
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 2.5.3. When It Is Okay to Use “Myself”

Myself is often used incorrectly as a subject. While most people would not use “myself” alone as a
subject (e.g., myself is going to the store), the mistake is often made, in speech and in writing, when
“myself” is combined with another subject or noun:

My family and myself wish to convey our condolences for your loss. Should be: My family
and I wish to convey our condolences for your loss.
Please let Abby or myself know if you would like to review the presentation one more time.
Should be: Please let Abby or me know if you would like to review the presentation one more
time.
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 Exercise 6: Hypercorrection
 5 to 10 minutes

In this exercise, you will respond to the following questions.

1. Which of the following statements have examples of hypercorrection?

A. He accompanied Margaret and I when we walked to the grocery store.
B. Whom are the best people for the job?
C. She told her teammate and I that we were doing it wrong.
D. All of the above.

2. Which of the following sentences are written correctly?

A. Gas seems to cost fewer lately.
B. There are two less apples on the counter than there were yesterday.
C. There are two fewer apples on the counter than there were yesterday.

3. In which of the following sentences is “myself” used correctly?

A. I am going there myself this afternoon.
B. Would you like to accompany Lydia and myself to the company gathering next week?
C. I myself assigned those tasks and followed up to make sure they were done.
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Solution

1. D. All of the above.

2. C. There are two fewer apples on the counter than there were yesterday

3. A and C are correct. In B, “myself” should be “me”.

Conclusion

In this lesson, you have learned:

About parts of speech.
About subject-verb agreement.
About parallel construction.
The difference between complete and run-on sentences.
About hypercorrection.
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LESSON 3
Punctuation

Topics Covered

 About periods.

 About commas.

 About colons and semicolons.

 About apostrophes, single quotation marks, and double quotation marks.

 About question marks and exclamation points.

 About dashes and hyphens.

 About parenthetical elements.

Introduction

Punctuation is what ties our sentences together, separates ideas, and clarifies what we are trying to say:
turning strings of words into phrases, clauses, and sentences. In order for the words to fit together
smoothly and for the reader to understand what is being written, punctuation must be used correctly.

❋

3.1. Periods
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Periods are the marks that appear at the end of a complete sentence. They are considered to be full
stops, rather than pauses. There are some rules that apply to the use of periods:

1. When a complete sentence is a statement, not a question or exclamation, use a period.

2. A complete sentence has a subject and a predicate, or verb. It expresses a complete thought;
therefore, the reader needs to know when to stop reading. A period indicates that a sentence
has ended.

3. Sometimes a sentence will have a word at the end that is an abbreviation ending in a period.
When this happens, do not add another period at the end of the sentence.

A. For example, “My uncle studied for years and finally earned his Ph.D.”

4. An indirect question is one where the writer states that someone asked something. The period
is the appropriate ending for an indirect question. For example, “She asked what time it was.”

 3.1.1. Spacing after Periods

Software programs that use proportional spacing automatically add enough space after a period.
Therefore, it is only necessary to press the spacebar once after typing a period. Some users are in the
habit of pressing the spacebar twice. This habit is left over from using a typewriter. Typewriters used
manual spacing, meaning the space allotted for each letter was the same size. Many who learned to
type on a typewriter were taught to hit the spacebar twice after the period to create the correct amount
of space. Doing this when using software programs such as Microsoft Word creates large blank spaces.
Too many of the large blank spaces can cause what are called “rivers” in the body of the text. As the
name suggests, the spaces cause the text to appear as if it there are clear paths winding through the text.
From an aesthetic as well as space perspective, it is now correct to type only one space after a period at
the end of a sentence.
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 Exercise 7: Periods
 5 to 10 minutes

In this exercise, you will answer the following questions and be prepared to discuss them with the class.

1. When is it appropriate to use a period?

A. To separate ideas in a sentence.
B. To end a complete sentence.
C. To indicate a pause in the reading.
D. To end an indirect question.

2. In which of the following sentences is the period used correctly?

A. She asked for directions, but was told there was no such address.
B. My brother missed his connecting flight because of bad weather.
C. When will the room be ready.
D. Oh. What a disaster.
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Solution

1. B. To end a complete sentence, and D. To end an indirect question.

2. A. She asked for directions, but was told there was no such address, and B. My brother missed
his connecting flight because of bad weather.

❋

3.2. Commas

Commas are punctuation marks that perhaps cause the most trouble for many writers. The comma is
used to separate things, ideas, or thoughts in a sentence. Some writers use too many, and some don’t
use enough.

There are some general rules for comma usage that will help you decide when and where to place a
comma:

1. When connecting two independent clauses, use a comma and a conjunction: Henry paid the
vendor, and he closed the shop.

2. Introductory parts of a sentence should be set off with a comma: Shoving her tennis shoes
into a bag, she stepped off the elevator just in time for the meeting.

3. A parenthetical element, one that can be removed without changing the meaning of the
sentence, should be set off with commas. If you remove the parenthetical element of the
previous sentence, the sentence reads: A parenthetical element should be set off with commas.

4. If you can put the word “and” between adjectives used to describe nouns, a comma can be
used. Eleanor lives in an old and stately building. With the comma: Eleanor lives in an old,
stately building.

5. When quoting someone, use commas to set off the quoted material. According to the speaker,
“Commas are the bane of many writers’ existences.”
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6. When showing contrasts in the sentence, use commas to separate them. Money, not evil, is
the driving force for the bank robbers.

7. To avoid confusion, use a comma. Without the comma: For many the quarterly report is
enough. With the comma: For many, the quarterly report is enough.

8. Never use only a single comma between a subject and its verb. Incorrect: Mary, ran to the
supply room. Correct: Mary ran to the supply room. Two commas, for example, to explain
more details about a subject are okay, but again a single comma should never separate a noun
and a verb. Mary, who usually moves slowly, ran into the supply room. Another way to think
about this is that you always need two commas so that second cancels the first one out. With
one, the sentence is incorrect because the subject and verb are separated; with two the sentence
is “reset” to being correct again with the subject and verb unseparated.

9. Commas are often used between a city and state (Phoenix, Arizona), a date and the year
(January 5, 2012), a name followed by a title (James Patterson, author), and in numbers with
four digits or more (3,456 or 546,987, for example), though the comma is sometimes omitted
for four-digit numbers. They key here is to be consistent within a communication; if you use
the comma in a four-digit number, make sure to use it all cases of four-digit numbers
throughout your document.

10. Finally, use commas cautiously. Just because there is a natural pause when reading a sentence,
it may not be necessary to place a comma there. If you are not sure, read over the rules above
and if you can apply one of these rules, go ahead and use the comma.

The Series Comma

The series comma, sometimes called the serial comma, or the Oxford or Harvard comma, is the comma
that appears just before the “and” or “or” in a series. For example, in the sentence “John likes apples,
oranges, and pears.”, the comma after the word “oranges” is the series comma

Some schools of thought believe that the series comma is unnecessary, while others will insist it be
used. For example, news agencies generally follow AP style guidelines and do not use the series comma.

Many American businesses follow the Chicago, APA, or other style guidelines, where the series comma
is recommended. Again, whichever rule you use, be consistent in your usage.
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 Exercise 8: Commas
 5 to 10 minutes

In this exercise, you will review and respond to the following questions.

1. What is the function of a comma in a sentence?

A. To clarify and organize thoughts, ideas, or items.
B. To separate nouns from verbs.
C. To use up space in the document.
D. A and B above.

2. What is the comma that is used before the “and” or “or” in a list of items in a sentence called?

A. The cereal comma.
B. The Yale or Harvard comma.
C. An unnecessary comma.
D. The series or serial comma.

3. Which of the following sentences is punctuated correctly?

A. Sally Bob and Jimmy went to the office party together.
B. Sally, Bob, and Jimmy went to the office party together.
C. Sally Bob and Jimmy, went to the office party together.
D. Sally Bob, and Jimmy, went to the office party together.

4. Which of the following sentences is punctuated correctly?

A. Mary, turned on the copy machine before starting her computer.
B. Mary, turned on the copy machine, before starting her computer.
C. Mary turned on the copy machine before starting her computer.

5. Which of the following sentences uses a comma correctly?

A. Right before the sun rises you will have the best chance at viewing the meteor shower.
B. Right before the sun rises, you will have the best chance at viewing the meteor shower.

6. Which of the following sentences uses commas correctly?

A. She earned the following amounts over the past four years doing extra work on the
weekends: $4,000.00, $5,000.00, $7,000.00, and $11,000.00.
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B. She earned the following amounts over the past four years doing extra work on the
weekends: $4000.00, $5000.00, $7000.00, and $11,000.00.

C. She earned the following amounts over the past four years doing extra work on the
weekends: $4000.00, $5,000.00, $7000.00, and $11,000.00.
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Solution

1. A. To clarify and organize thoughts, ideas, or items.

2. D. The series or serial comma.

3. B. Sally, Bob, and Jimmy went to the office party together.

4. C. Mary turned on the copy machine before starting her computer.

5. B. Right before the sun rises, you will have the best chance at viewing the meteor shower.
This sentence correctly uses a comma after an introductory clause.

6. A and B are both correct. Whether you use the comma in four-digit numbers or not, be
consistent.

❋

3.3. Colons and Semicolons

 3.3.1. Semicolons

Semicolons may look similar to colons, but they have a different function in a sentence.

Semicolons are used to separate statements in a sentence that are distinct.

A semicolon also tells the reader that there is something coming that will provide further information.

A grammatical error called a comma splice occurs when a comma is used where a semicolon should be
used. Here is an example:

Comma splice: “The project team was too tired, they missed the deadline.”
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Correctly punctuated: “The project team was too tired; they missed the deadline.”

 3.3.2. Colons

Colons are used to introduce lists, quotations, noun phrases, and sentences. Colons are more formal
than commas and they often act like equal signs, showing the reader that the things that follow are
equal to the information before the colon.

In the examples below, the italicized words before the colon are equivalent to the information after the
colon.

1. List: Three members of the team will present today: Mark, Matthias, and Tiana.

2. Quotation: The monkey chatter sounded like they were saying: “Feed us, feed us.”

3. Noun phrase: Janet anxiously waited for her nemesis: the day care teacher.

4. Sentence: He kept having the same, dark dream: snakes wriggling everywhere.
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 Exercise 9: Colons and Semicolons
 5 to 10 minutes

In this exercise, you will respond to the following questions about colons and semicolons.

1. What is the difference between colons and semicolons?

A. There is no difference: they can be used interchangeably.
B. Colons introduce lists or other items; semicolons separate statements that are related.
C. Colons are used only in formal writing; semicolons are used in casual writing.
D. None of the above.

2. The information that appears before the colon is often equal to the item(s) that follow the
colon.

A. True
B. False

3. Which of the following sentences is punctuated correctly?

A. Four of my friends are going on the trip; Sally, Betty, Michael, and Robert.
B. Four of my friends are going on the trip: Sally Betty Michael, and Robert.
C. Four of my friends are going on the trip: Sally, Betty, Michael, and Robert.

4. Which of the following sentences is punctuated incorrectly?

A. We were really looking for four people in particular: Jane, Michael, Betty, and Sally.
B. We were really looking for four people in particular; Jane, Michael, Betty, and Sally.
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Solution

1. B. Colons introduce lists or other items; semicolons separate statements that are related.

2. A. True

3. C. Four of my friends are going on the trip: Sally, Betty, Michael, and Robert.

4. B. We were really looking for four people in particular; Jane, Michael, Betty, and Sally.

❋

3.4. Apostrophes, Single Quotation Marks, and Double
Quotation Marks

 3.4.1. Apostrophes

Apostrophes are used to show possession or omission. If you are unsure about when or where to use
an apostrophe, follow these simple rules:

1. When writing contractions, place the apostrophe where the letter or letters are omitted.
Examples: won’t, can’t, you’re wrong, he’s a great dentist.

2. Singular possession requires an apostrophe before the “s.” Examples: cat’s dish, Bob’s pen,
Marco’s book.

3. To show plural possession, first make the word plural, and then add an apostrophe. Examples:
three cats’ dishes, six men’s shoes, five dogs’ bones.

4. Do not use an apostrophe to show a name is plural or with possessive pronouns. For example,
it is incorrect to write: “Sincerely your’s” or “We saw the Martin’s at the movie.”
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5. When writing capital letters and numbers as nouns, do not use an apostrophe: Examples: He
earned two MBAs. We looked up the 1960s in the encyclopedia. That happened in the mid
’90s.

6. When the contraction for “it is” is written, it looks like this: “it’s.” The possessive form (its)
is the exception to the rule of using an apostrophe to show possession.

7. Other exceptions occur in cases in which not using the apostrophe will cause confusion. For
example: “There were six i’s in the paragraph.” Without the apostrophe it would look like
this: "There were six is in the paragraph."

 3.4.2. Single Quotation Marks

In American English, the single quotation mark is most commonly used to quote someone who is
quoting someone else. Here is an example: When asked why he preferred to sit while addressing his
managers, the CEO said, “I had a professor in college who said, ‘Always sit while talking to your
managers so they do not feel intimidated.’”

Note that the ending period for this sentence resides inside the quotation marks, not outside.
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 3.4.3. Double Quotation Marks

The most obvious and common use for double quotation marks is to surround a quote. Following are
also other uses for double quotation marks.

1. Surround the title of a short work like a magazine article or television episode. Italics are
generally used for longer works.

A. Example: In the first episode of Madmen, “Smoke Gets in Your Eyes,” viewers first
meet characters Peggy Olson, Don Draper, and Pete Campbell.

2. When using a word or phrase as an ironic comment, place double quotation marks around
it.

A. Example: She said she would do it “right away,” but I don’t believe she meant it.

It is not necessary to use double quotation marks around words you simply want to highlight. Using
italics is a better way of highlighting or emphasizing words.

Do not use ALL CAPS or bold (or underlining) to highlight words and phrases. These formatting
features make words difficult to read. If you do decide it’s appropriate to use them, use them
sparingly.
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 Exercise 10: Apostrophes, Single
Quotation Marks, and Double Quotation

Marks
 5 to 10 minutes

In this exercise, you will read and respond to the following questions.

1. An apostrophe is always used to show plural construction of a word.

A. True
B. False

2. Which uses of the apostrophe in the following examples are incorrect?

A. Susan went over to Jane’s cubicle to review the meeting agenda.
B. We researched the archives to see how this problem was handled in the 1960’s.
C. Last week, six companies’ main offices were broken into.
D. We saw that it’s main component was corrupted.

3. When are single quotation marks used?

A. Whenever the writer wants to conserve space.
B. When the writer wants to emphasize a word or phrase.
C. To write a quote within a quote.
D. Never. Single quotation marks are not grammatically correct.

4. Double quotation marks are used for:

A. Quotations in writing.
B. Short works like TV episodes or magazine articles.
C. To highlight words used in irony.
D. All of the above

5. Which of the following sentences is punctuated correctly?

A. Alice said, “Jane said that she wants to go ‘very much’ but won’t be able to fit it into
her schedule.”

B. Alice said, Jane said that she wants to go ‘very much’ but won’t be able to fit it into
her schedule.
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Solution

1. B. False.

2. B. 1960‘s should be 1960s and D. it’s should be its.

3. C. To write a quote within a quote.

4. D. All of the above.

5. A. Alice said, “Jane said that she wants to go ‘very much’ but won’t be able to fit it into her
schedule”.

❋

3.5. Question Marks and Exclamation Points

 3.5.1. Question Marks

Question marks are used at the end of a direct question. Some examples of direct questions that require
question marks in business writing are:

1. In a memo: “The meeting is scheduled for 2:00PM on Wednesday. Your presentation is
scheduled from 2:15 to 2:30. Are you ready?”

2. In a business report: “This quarter’s sales are already surpassing last quarter’s figures. What
does this mean for the future of the product? This report will propose some suggestions.”

Indirect questions, on the other hand, do not require question marks at the end. An example of an
indirect question is:

The CEO asked if I was ready. I told him I needed a few more days to pull together the sales figures.
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 3.5.2. Exclamation Points

Sometimes writers want to express emotion in their writing. To do this, insert an exclamation point
at the end of the sentence. Exclamation points are used more in casual communication such as informal
emails than in formal business writing such as proposals.

Some rules of thumb about appropriate use of exclamation points in business writing are:

1. Use only one exclamation point to make the point. Use “Great!” rather than “Great!!!”

2. When using exclamatory statements in a paragraph, if you must use an exclamation point,
do so on only one of the statements. For the others, use words to convey the emotion.

3. If using something like “Thanks!” or “See you soon!” will add a sense of appreciation or
anticipation to your colleague’s work day, do it in casual emails or communications, but not
in formal business writing.
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 Exercise 11: Question Marks and
Exclamation Points

 5 to 10 minutes

In this exercise, you will review the following questions and discuss them with the class.

1. Which of the following are punctuated correctly?

A. He asked why I was late this morning?
B. What time will you be presenting your proposal?
C. He asked, “Why were you late this morning?” when I tried to sneak into the meeting

unobserved.
D. B and C above.

2. Using exclamation points to show excitement in a business proposal is perfectly OK; in fact,
it is encouraged.

A. True
B. False

3. Which of the following are punctuated incorrectly?

A. I asked him if he would start coming to work on time?, but he would not answer
the question.

B. When he finally answered the question he asked another question, do you want me
to go to Human Resources next.
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Solution

1. D. B and C above. A is a statement, not a question. To frame it as a question, you would
write it like this: He asked, “Why are you late this morning?”

2. B. False

3. A and B. Both sentences are punctuated incorrectly.

❋

3.6. Dashes

There are two kinds of dashes, en dashes and em dashes. An en dash is a bit longer than a hyphen and
is used to denote ranges between numbers and words.

For example, “The years 2009--2012” or “July--December.” (Note that en dashes are showing as double
dashes -- in this manual.)

An em dash is longer than a hyphen and is used to replace commas, semicolons, colons, and parentheses
in informal writing. Do not use em dashes in formal business writing. (Note that em dashes are showing
as triple dashes --- in this manual.)

En and em dashes are created in different ways depending on the program (email, word processing, or
other) you are using. For example, the en and em dash in Microsoft Word can be accessed by clicking
Insert > Symbol > Special Characters.

 3.6.1. Hyphens

A hyphen is a mark used to join words and to separate some words into syllables. Spaces are not used
between the hyphen and the words it is connecting. Here are some rules for when and when not to use
hyphens:

1. If two adjectives come before a noun and act as a single idea, use a hyphen between the words.
Example: Scary-looking dog.

2. If the two adjectives before a noun do not act as a single idea, use two words. Example: Happy
big cat.

3. If one of the modifiers before the noun is an adverb describing a verb, do not hyphenate.
Example: Very happy cat.
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 Exercise 12: Dashes and Hyphens
 5 to 10 minutes

In this exercise, you will review the following questions and discuss them with the class.

1. Using dashes is appropriate in any kind of writing.

A. True.
B. False.

2. Which of the following statements is punctuated correctly?

A. We will be working on improving February-October sales to compensate for the low
customer turnout during the holiday season.

B. Raphael and Miguel like to work in a brightly-lit office.
C. This proposal will highlight solutions to some problems - we will include those we

experienced last year.
D. All are correct.

3. True or false, in this sentence, the em dashes can be replaced by commas: We are going to try
all the rides---the ferris wheel, the roller coaster, and the carousel---when we go to the
amusement part with the kids.

A. True.
B. False.
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Solution

1. B. False.

2. A. We will be working on improving February--October sales to compensate for the low
customer turnout during the holiday season. B contains an adverb (brightly) describing the
office; therefore it should not be hyphenated. In C, the punctuation should be a semicolon,
not a dash.

3. A. True.

❋

3.7. Parenthetical Elements

Parenthetical elements of a sentence are those elements that interrupt the flow of the sentence. The
emphasis or importance of the interruption will determine the kind of punctuation that is needed to
set off the parenthetical element. Commas and dashes are used to set off interruptions with more
emphasis or importance than those that are set off with parentheses and brackets.

In this section, we will explore the use of parentheses and brackets as punctuation used to set off the
parenthetical elements in a sentence.

 3.7.1. Parentheses

Parentheses are the rounded brackets writers use to distinguish a phrase or clause from the rest of the
sentence. Parentheses are always used in pairs. A parenthetical element can be completely eliminated
from the sentence and not change the meaning of the sentence.

Example: “The team (all but one member) left early for the conference.”
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Parentheses are also used to add clarity to a statement. For example: “Rate the following statements
from one (low) to five (high) using the scale to the right of each statement.”

Parentheses are used to enclose numbers when listing items. Example: "In the coming weeks, we need
to (1) hire four temps, (2) rent a new office building, and (3) move everyone to the new location.

When punctuating a parenthetical element, the period goes inside the parentheses only if there is a
complete sentence inside. Example: “Review the sales report (I attached it to the email.).”

 3.7.2. Brackets

Brackets (sometimes referred to as squared brackets) are those punctuation symbols that are used to
set off explanatory material that has been added by someone other than the original author. The most
common use of brackets occurs in quoted material.

For example: “Susan said, ‘I appreciate it [the offer], but I have to say no.’ ”

When a writer includes this bracketed expression “[sic],” he or she is letting the reader know that the
passage directly before the brackets is reprinted exactly as it was in the original source. This is usually
done to indicate that a misspelled or unusual word was not the creation of the writer, but came from
the original material.
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 Exercise 13: Parenthetical Elements
 5 to 10 minutes

In this exercise, you will answer the following questions

1. Brackets and/or parentheses are interchangeable.

A. True
B. False

2. Which of the following sentences use parentheses correctly?

A. I would like to thank my parental units (sic) for their unconditional love while I was
in business school.

B. Marley ran his business (and his personal life) with an iron hand.
C. Running for office (as if he could actually get elected) was the first item on the agenda.
D. The following tasks must be completed before we can proceed: (1) create a budget,

(2) get it approved, and (3) allocate the resources.

3. Which of the following sentences use brackets correctly?

A. She wrote a memo to the group stating, “I will not tollarate [sic] incorrect spelling
in business communications.”

B. I want to see the following people in my office immediately: [1] Robert, [2] Seamus,
and [3] Marjorie.

C. When Julie attended the seminar [under the influence] she missed most of what the
speaker said.

D. Marco and Polly [members of the Blue Team] went for coffee.
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Solution

1. B. False.

2. B and D. In A and C, brackets instead of parentheses should be used.

3. A and C. In B and D, parentheses instead of brackets should be used.

Conclusion

In this lesson, you have learned:

About periods.
About commas.
About colons and semicolons.
About apostrophes, single quotation marks, and double quotation marks.
About question marks and exclamation points.
About dashes and hyphens.
About parenthetical elements.
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LESSON 4
Word Usage

Topics Covered

 How to use the right word.

 How to use a dictionary for proper spelling and usage.

 About some commonly confused words.

Introduction

The power of word usage is not something to take for granted. How we use our words and even the
actual words we use can affect the outcome of business communication, either negatively or positively.
In this lesson, we will learn about words and how to correctly use them to attain positive results.

❋

4.1. Assessing Tone and Jargon in Your Writing

How important is it that you use the right tone and language in your business communication? If you
are preparing a business document and you want the reader to perform some kind of action, how do
you ensure you are using the right words and tone?

We’ll go over four questions you can ask yourself when writing.

 4.1.1. What Is the Appropriate Tone for the Document: Formal or
Informal?

To determine the tone of the document, think about the purpose:

1. Are you trying to inform or persuade?

2. Is the reader a supervisor, colleague, or subordinate?

Generally in corporate situations, a formal tone is more appropriate and professional.
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1. An informal approach might soften the message because it comes from an individual rather
than from an institution. For example: “We reviewed all the RFPs carefully; unfortunately,
yours was not chosen.”

2. A more formal approach appears to be not as personal, but is very professional: “All the RFPs
were reviewed and yours was not selected.”

 4.1.2. How Familiar Is Your Audience with the Language (Jargon)
of the Industry?

Although most communication courses will advise avoiding jargon, there are times when it is appropriate.
For example, if the reader is familiar with the commonly used words of the industry, it is okay to include
them.

1. The reader will appreciate your use of their language if he or she is familiar with it. The caution
is to not go overboard with the technical terminology, but to use it enough to satisfy the
audience without compromising the message.

2. If the reader does not understand the jargon, it is more appropriate to explain things in
commonly understood language.

 4.1.3. Does Your Audience Need to Be Persuaded, or Is It Already
on Board with the Topic?

Sometimes you will have an audience that completely agrees with the topic and is going to react positively
no matter what. Other times you will have to persuade the reader to get on board. The language will
be different depending on which side of the issue the audience is on.

1. The tone and the language of the message will be completely different if the audience already
agrees with your point of view. Words like “obviously,” “clearly,” or “without a doubt” will
work well in this situation.

2. If the audience needs to be persuaded, it will serve the writer to soften the language a bit and
use phrases like, “generally speaking,” or “more often than not.”

 4.1.4. What Do You Want the Audience to Do after Reading the
Document?

Word choice will affect how the reader reacts to the document. If the document is an informational
piece, use words that will “paint a picture” for the reader. You want the reader to feel the same way
you do about the information presented.
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For example: “By the end of this year, we will have exceeded our sales goals by 35% because we
implemented this new strategy.”

If you are trying to persuade your audience to take action, the words in the document need to convey
that. For example: “If this strategy is implemented, the anticipated 35% increase in sales means that
each and every one of you will earn a higher bonus than ever before.”
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 Exercise 14: Assessing Tone and Jargon
 5 to 10 minutes

In this exercise, you will answer the following questions.

1. Which statement below is not an example of jargon?

A. The IT specialist assured me that the new hardware would be plug and play.
B. When was the last time you cleaned the cookies from your hard drive?
C. The COO said we should do a SWOT analysis.
D. We can expect the monthly staff meetings to be on Mondays.

2. Which statements below reflect a formal tone, and which are informal?

A. Don’t forget to bring the potato salad for the picnic this weekend.
B. Send all weekly reports to the manager’s inbox no later than 4:00 pm today.
C. We decided to go with your proposal.
D. The executive committee decided that popping popcorn in the break room was too

distracting.

3. What type of tone should you use when communicating with supervisors?

A. Formal.
B. Informal.
C. Use your judgement.

4. What should you do if you’re not sure your audience will understand the terminology or
jargon you want to use?

A. Use the terminology and expect your readers to look it up.
B. Provide spell outs or explain terminology within the document.
C. Consider whether your document can be written effectively without the jargon.
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Solution

1. D. We can expect the monthly staff meetings to be on Mondays.

2. A: informal; B: formal; C: informal; D: formal

3. C is the best answer. While formal is the best choice when in doubt, there may be situations
where an informal tone is okay even with supervisors.

4. B and C. You should not use terminology or jargon unless you are going to explain or define
it, or you know that your whole audience will understand it.

❋

4.2. Look It Up: Using a Dictionary for Proper Spelling and
Usage

If you don’t know how to spell, use, or pronounce a word, look it up. Let’s review some things to keep
in mind when using a dictionary. There are free online dictionaries if you prefer or do not own a
traditional hard copy of a dictionary.

1. Understand alphabetical order. This seems obvious, but how many times do you have to
mentally run through the alphabet when trying to remember where a certain letter falls?

2. Dictionaries are usually formatted into two columns and have guide words at the top of each
page. The guide word above the left column is the first word on the page and the guide word
above the right column is the last word on that page.

A. Consider the word you are looking up. If the first few letters of the word fall between
the first few letters of the two guide words, the word you want is on that page.

3. Look in the sections of the definition to see the possible abbreviations, alternate spellings, and
symbols for that word.

4. If you don’t find the word, consider a different spelling. For example, if you are looking for
the word “svelte” and you are not sure if it starts with an “s” or a “c,” look in both areas of
the dictionary, or type both into the search field of an online dictionary.

5. If you are trying to find out if a word is spelled “sweet” or “sweat,” look both of them up and
find the one with the correct meaning.

6. Some words are spelled the same, but have different meanings, depending on the context of
the sentence.

A. For example, “They got their just deserts after they botched up the project.” “Don’t
desert me here!” and “Living in the desert is not much fun at Christmas.” All three

60 | LESSON 4: Word Usage

EVALUATION COPY: Not to be used in class.



usages of the word “desert” are spelled the same, but the meanings are quite different.
Add an “s” to the word and you have something even more different: “I like ice
cream for dessert.”

7. Other words are pronounced the same, but spelled differently. A common mistake is using
the wrong form of the word “there.”

A. Examples showing the correct use of there/their/they’re: “There are forty boxes of
copy paper missing.” “Robert and Sue took their business to the competition.”
“They’re not coming back, either.”

B. Use the dictionary to look up the usage of the word to make sure you have the proper
spelling.

The dictionary is also a tool for finding lots of information about the words you are using. Multiple
meanings of words will be listed as well as what the plural form of the word is. Some other things you
can discover about a word are:

1. Example sentences using the word.

2. Pronunciation guides for the words. Online dictionaries will often provide a link that you can
click to hear the word pronounced.

3. What part of speech the word is. This can be helpful if you are not sure if the word is used as
an adverb, an adjective, or a noun, in order to help you create complete sentences.

4. Some dictionaries also list synonyms (similar words) and antonyms (opposite meaning) for
the word you look up. This is helpful when you find yourself repeating the same word again
and again.

5. Whether or not to capitalize a word. A proper noun is always capitalized, but is the word you
are looking up a proper noun? The dictionary will help you find out.

A. For example, the word “Internet” is a proper noun as it names a specific place, like
New York, but it is often incorrectly written without a capital “I.”
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 Exercise 15: Using a Dictionary for Proper
Spelling and Usage

 5 to 10 minutes

In this exercise, you will answer the following questions.

1. What kinds of things about words can you find in a dictionary?

A. The proper spelling.
B. The part of speech.
C. Synonyms and antonyms.
D. Examples of sentences with the word used properly.
E. All of the above.

2. How can you look up a word in the dictionary if you don’t know how it is spelled?

A. Start with the first letter or first few letters of the word.
B. Know the alphabet and look between the guide words.
C. You can’t look up a word if you don’t know how it is spelled.
D. A and B above.
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Solution

1. E. All of the above.

2. D. A and B above.

❋

4.3. Commonly Confused Words

There are words that sound alike, are spelled similarly, but have different meanings. These words cause
trouble for writers all the time. There are some excellent resources out there for writers who are confused
about which word is the right word to use. Following is a list of commonly confused words and their
meanings from the book Word Trippers by Barbara McNichol www.WordTrippers.com
(www.WordTrippers.com/) (list used here by permission from the author):

1. Adopt - Adapt. “Adopt” means to take as one’s own, to choose, or to formally accept. “Adapt”
is to adjust to various conditions. Example: Once we adopted the proposal, we had to adapt
to the new conditions.

2. Already - All ready. “Already” is an adverb meaning previously or by this time, and refers to
an action. Example: It’s already too late to go. “All ready” is an adjective phrase meaning
completely prepared. Example: She’s all ready to go.

3. Breath - Breathe. “Breath” is a noun meaning the air you inhale or exhale. “Breathe” is a verb
meaning the action of taking breaths. Example: Whenever I take the stairs instead of the
elevator, I have to breathe hard in order to catch my breath when I arrive at the top.

4. Capital - capitol. “Capital” can be used as an adjective meaning of primary or principal
importance or as a noun referring to wealth, a city where government is located, or the form
of a letter of the alphabet. Example: Do not use a capital letter when you say, “Phoenix is the
capital of Arizona.” All my capital is in the form of stock certificates. “Capitol” is the name
of the building where governing bodies meet and work. Example: You will find the capitol
building in the capital.

5. Except - accept. “Except” means leaving something or someone out. “Accept” means agreeing
to something. Example: Except for that one item, I can accept everything else we discussed
today.

6. Fewer - less. “Fewer” is used when units or individuals can be counted; “less” is used with
quantities of mass, bulk, or volume. Examples: There are fewer members of this team than
the other team. The luggage takes up less space than I thought it would. Generally, if the
word has an “s” at the end, use “fewer.” - fewer dollars, but less money; fewer muffins, but
less food.
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7. Impassible - impassable. “Impassible” means showing no emotion. “Impassable” means not
being able to pass or not being able to overcome. Example: As we waited for the impassable
road to be cleared of snow, George remained impassible, refusing to get upset about the delay.

8. Irregardless - regardless. Most sources will state that “irregardless” is not a word, although you
will hear it frequently used. To be grammatically correct, always use “regardless,” which means
in spite of. Example: He will go on the trip regardless of the dangers.

9. Lose - loose. “Lose” is a verb that means the opposite of the verb “win.” Example: Do you
usually lose or win when you play cards? “Loose,” when used as an adjective, means something
not fastened tightly. Example: The bolts were loose, causing the boards to slide.

10. Solve - resolve. “Solve” means to find a solution to a problem or puzzle. “Resolve” is a noun
meaning to make a firm decision about something or to bring something to conclusion.
Example: The team leader was encouraged by the team members’ resolve to stay after work
and solve the problem.

Here are some more commonly confused word pairs from The Writer’s Web (http://writing2.rich
mond.edu/writing/wweb/conford.html). Review them carefully, and then complete the exercise
on Commonly Confused Words.

1. AFFECT-to influence; EFFECT-n., result, v., to accomplish.

2. A LOT (two words)-many; ALOT (one word)-Not a word. Don’t use this.

3. ALLUSION-an indirect reference; ILLUSION-a false perception of reality.

4. ALTOGETHER-entirely; ALL TOGETHER-gathered, with everything in one place.

5. APART-to be separated; A PART-to be joined with.

6. ASCENT- climb; ASSENT-agreement.

7. CITE-to quote or document; SIGHT-vision; SITE-position or place.

8. COMPLEMENT-noun, something that completes; verb, to complete; COMPLIMENT-noun,
praise; verb, to praise.

9. CONSCIENCE-sense of right and wrong; CONSCIOUS-awake.

10. COUNCIL-a group that consults or advises; COUNSEL-to advise.

11. ELICIT-to draw or bring out; ILLICIT-illegal.

12. EMINENT-famous, respected; IMMANENT-inherent or intrinsic; IMMINENT-ready to
take place.

13. LEAD-noun, a type of metal; LED-verb, past tense of the verb “to lead”.

14. PASSED-verb, past tense of “to pass,” to have moved; PAST-belonging to a former time or
place.
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15. PRECEDE-to come before; PROCEED-to go forward.

16. PRINCIPAL-adjective, most important; noun, a person who has authority; PRINCIPLE-a
general or fundamental truth.

17. STATIONARY-standing still; STATIONERY-writing paper.

18. THAN-use with comparisons; THEN-at that time, or next.

19. THROUGH-by means of; finished; into or out of; THREW-past tense of throw;
THOROUGH-careful or complete; THOUGH-however; nevertheless

20. TO-toward; TOO-also, or excessively; TWO-a number.

21. WHO-pronoun, referring to a person or persons; WHICH-pronoun, replacing a singular or
plural thing(s); not used to refer to persons; THAT-used to refer to things or a group or class
of people.
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 Exercise 16: Commonly Confused Words
 5 to 10 minutes

In this exercise, you will select the correct word or words for each sentence. You may need to use a
dictionary (hard copy or online) as not all the words below were covered in this lesson.

1. The knot she tied was very ---.

A. loose
B. lose
C. either A or B
D. neither A or B

2. Strawberry mousse is my favorite ---.

A. desert
B. dessert
C. Either A or B
D. Neither A or B

3. --- were 300 dollars in the drawer.

A. Their
B. There
C. They’re

4. However, --- taller --- they look.

A. their/than
B. their/then
C. they’re/than
D. they’re/then

5. I wish you would complete --- project.

A. you’re
B. your
C. Either A or B
D. Neither A nor B
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6. A motivational speaker was --- to boost ---.

A. They’re/moral
B. Their/morale
C. there/moral
D. there/morale

7. She did not --- her co-workers very well.

A. advice
B. advise

8. The supervisor is --- every --- of the problem.

A. accessing/aspect
B. accessing/respect
C. assessing/aspect
D. assessing/respect

9. He is --- along in the project --- the team leader expected him to be by now.

A. farther/than
B. farther/then
C. further/than
D. further/then

68 | LESSON 4: Word Usage

EVALUATION COPY: Not to be used in class.



LESSON 4: Word Usage | 69



Solution

1. A. loose

2. B. dessert

3. B. There

4. C. they’re/than

5. B. your

6. D. there/morale

7. B. advise

8. C. assessing/aspect

9. C. further/than

Conclusion

In this lesson, you have learned:

How to use the right word.
How to use a dictionary for proper spelling and usage.
Some commonly confused words.
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LESSON 5
Capitalization

Topics Covered

 About words that are always capitalized.

 About words that are never capitalized.

 About headings and titles.

Introduction

Knowing whether or not to capitalize a word can be confusing at times. There are many rules that
apply to capitalization, which we will review in this lesson. The first word in a sentence is always
capitalized. Writing in all lowercase letters in a business environment is never proper, even when texting
or instant messaging. Other rules of grammar should also be followed whenever you are writing for
business, no matter the mode of communication.

❋
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5.1. Words That Are Always Capitalized

There are many rules for capitalizing words. If you are having problems remembering when to capitalize
and when not to capitalize, here are some guidelines you can follow:
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ExampleRule

All sentences start with a capital letter and end with a
period, question mark, or exclamation point.

The first word of any sentence is always
capitalized.

Specific Places: New York City - Adriatic Sea - Internet;
People: Meryl Streep - Mother Teresa - Pope John;

Proper nouns are capitalized. Proper nouns
are the names of specific places, people,
organizations, and things. Organizations: Girl Scouts - Mothers Against Drunk

Drivers; Things: Statue of Liberty, Golden Gate Bridge
When I saw the weather report, I worried about my flight
being cancelled.

The pronoun “I”

I went to visit Mother last week in the nursing home. Sally
loved her Aunt Martha more than her other aunts.

When using family relationships as proper
nouns, capitalize them.

We visited President Kennedy when he was in the White
House. It is time for Mayor Keane to step down.

If a title is before a name, capitalize it.

The Virgin Mary is honored by several religious sects. The
Bible, the Koran, and the Book of Mormon are all holy

Religious figures, holy books, names of
God, and other specific deities are
capitalized. books. There were statues representing God the Father,

Buddha, Zeus, and Moses in the museum.
We went to school in January. The first day of the week is
either Monday or Sunday, depending on the calendar you

Months, days of the week, and holidays
are capitalized.

use. They celebrated the Fourth of July on Saturday this
year.
We used to live in the South, but moved to the Northwest
last year.

When directions are used as sections of the
country, they are capitalized.

Marco shouted, “Don’t forget the picnic basket!” as he ran
out the door.

A direct quote within a sentence starts with
a capital letter.

The Democrats and Republicans will face off in the election
in November. We saw the Oregon Ducks play in the finals.

Names of any specific national, political,
social, civic, or athletic groups are
capitalized. There were African-American and Chinese-American

representatives at the conference.
The Victorian Era is perhaps my favorite historical time
period. My parents lived through the Great Depression.

Events and specific periods of history are
capitalized.

We attended the Fiction Writers’ Conference in Des
Moines last year.
The announcer on NBC News last night made a Freudian
comment. We drove past the UN when we were lost in
the city.

Words and abbreviations of specific names
are capitalized.
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ExampleRule

There were more students enrolled in the Fall 2011
Semester than there were in the Spring 2011 Semester.

Seasons of the year when used in a title are
capitalized.

The case went before the Ninth Circuit Court in San
Francisco after opposition to it failed in the lower courts.
The Supreme Court of the United States does not hear
cases like that one.

When using the actual names of federal,
state, or provincial courts, capitalize the
names.

The Securities and Exchange Commission is the governing
body that watches over the stock exchange.

When using the actual name of
departments, boards, offices, bureaus,
agencies, committees, and services,
capitalize the names.

She was enrolled in Social Studies 101, Math 212, and
Spanish.

When using the names of school subjects,
if they have a number or name a language,
capitalize them.
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 Exercise 17: Words That Are Always
Capitalized
 5 to 10 minutes

In this exercise, you will review the following questions and discuss them with the class.

1. Which of the following sentences demonstrates correct use of capital letters?

A. my Parents never let me play with lincoln logs when I was a Kid.
B. My parents never let me play with Lincoln Logs when i was a kid.
C. My parents never let me play with Lincoln Logs when I was a kid.
D. My parents never let me play with Lincoln logs when I was a Kid.

2. Which of the following sentences demonstrates the correct use of capital letters?

A. We went to see all my Uncles when they were visiting uncle Ralph’s farm.
B. We went to see all my uncles when they were visiting Uncle Ralph’s farm.
C. We went to see all my uncles when they were visiting Uncle Ralph’s Farm.
D. We went to see all my Uncles when they were visiting Uncle Ralph’s Farm.

3. Which of the following sentences demonstrates correct use of capital letters?

A. Mark Twain once said, “The lack of money is the root of all evil.”
B. Mark twain once said, “the lack of money is the root of all evil.”
C. mark twain once said, “the lack of money is the Root of all Evil.”
D. Mark twain once said, “The Lack of Money is the Root of all Evil.”

4. Which of the following sentences demonstrates incorrect use of capital letters?

A. Last week, the news was focused on boston and its residents known as Bostonians.
B. Last week, the news was focused on Boston and its residents known as Bostonians.
C. Last week, the news was focused on Boston and its residents known as bostonians.

5. Which of the following sentences demonstrates incorrect use of capital letters?

A. Mother and father were there to watch me graduate.
B. Mother and Father were there to watch me graduate.
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Solution

1. C. My parents never let me play with Lincoln Logs when I was a kid.

2. B. We went to see all my uncles when they were visiting Uncle Ralph’s farm.

3. A. Mark Twain once said, “The lack of money is the root of all evil.”

4. A and C.

5. A. Father should be capitalized in this case.

❋
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5.2. Words That Are Never Capitalized

Just as there are words that are always capitalized, there are also words that are never capitalized.
Following are some guidelines for when you should not capitalize:

ExampleRule

Why don’t you go visit your cousins? When you stop
by to see your mother, please tell her hello for me.
I understand your brother is working on the new
project.

When using family relationships as common
nouns, do not capitalize them.

Pagan religions commonly worship many gods.Non-specific uses of the word “god” are not
capitalized.

When the hurricane ended, Ray Nagin, the mayor
of New Orleans, held a press conference.

If a title comes after a name, do not capitalize it.

Paula went six miles east before she realized she
should have been traveling west.

Compass directions are not capitalized.

Our school always starts later in the fall than other
schools, but it ends earlier in the spring.

Seasons of the year, when used generally, are not
capitalized.

We studied the fourteenth century to determine how
the people lived at that time.

When speaking of periods of historical time in
centuries, the century numbers are not
capitalized.

We always drink pasteurized milk, eat french fries,
and italicize certain words.

Names of things that came from specific things
but are now common, general types of things are
not capitalized.

We had to appear at traffic court for the speeding
ticket.

When talking about district or city courts, do not
capitalize them.

We applied to the wrong government agency when
we were looking for permits. It was the board’s
decision to end the program.

If departments, boards, bureaus, agencies,
commissions, services, or offices are used as
adjectives or without the actual name, do not
capitalize the words.

We took science, history, and mathematics classes
last year.

Do not capitalize school subjects unless they have
a number or name a language.

I have a degree in journalism but do not work as a
reporter.

When naming careers, do not capitalize them.

We saw six cats, but only three were Siamese cats.
There are two flutes, three drums, and one French
horn in the band. The garden featured pine trees,
English ivy, and Kentucky blue grass.

Do not capitalize the names of plants, animals,
or musical instruments unless they appear with
a proper noun as an adjective. Then, only
capitalize the adjective.
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 Exercise 18: Words That Are Never
Capitalized
 5 to 10 minutes

In this exercise, you will review the following questions and discuss them with the class.

1. Which of the following sentences demonstrates correct use of capital letters?

A. She knows that French Fries are a staple in any teenager’s diet.
B. She knows that french fries are a staple in any Teenager’s diet.
C. She knows that French fries are a staple in any teenager’s diet.
D. She knows that french fries are a staple in any teenager’s diet.

2. Which of the following sentences demonstrates the correct use of capital letters?

A. My favorite feline breed is the Siamese Cat.
B. My favorite Feline breed is the Siamese cat.
C. My favorite feline breed is the Siamese cat.
D. My favorite feline breed is the siamese cat.

3. Which of the following sentences demonstrates the correct use of capital letters?

A. Last summer we went to the Northwest Regionals in Oregon while on vacation.
B. Last Summer we went to the northwest regionals in Oregon while on vacation.
C. Last summer we went to the northwest Regionals in oregon while on Vacation.
D. Last Summer we went to the Northwest Regionals in oregon while on vacation.
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Solution

1. D. She knows that french fries are a staple in any teenager’s diet.

2. C. My favorite feline breed is the Siamese cat.

3. A. Last summer we went the Northwest Regionals in Oregon while on vacation.

❋

5.3. Headings and Titles

Business documents like reports and proposals are often broken up into sections for clarity and
organization. Each of those sections will have a title, heading, or subheading. There are correct formats
regarding capitalization for these titles and headings. The rules are simple and easy to follow:

1. Capitalize the first word of the title or heading.

2. Capitalize the last word of the title or heading.

3. All other words are capitalized unless they are conjunctions (and, or, but, nor, yet, so, for),
articles (a, an, the), and prepositions (in, to, of, at, by, up, for, off, on).

A. According to the Chicago Manual of Style and the Modern Language Association (MLA)
Handbook, no prepositions (regardless of length) are capitalized unless they are the
first or last word of the title or heading.

B. The Gregg Reference Manual: is a bit more specific: Capitalize all words of four or
more letters.

C. Be sure to check to see which style manual the company is following, assuming they
do follow one. If they are using Chicago or MLA, you would not capitalize prepositions
like “through,” and “after.” If they use Gregg, both of those prepositions would be
capitalized. There are other style manuals that may have different rules, so be sure
to find out what the preferred style is for your business.
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 Exercise 19: Headings and Titles
 5 to 10 minutes

In this exercise, you will review the following questions and discuss them with the class.

1. In the following titles, decide what to capitalize. Be prepared to defend your choices. (Assume
we are following Chicago or MLA style.)

A. how to determine your purpose
B. communicating to the audience effectively
C. create a formal complaint or involve human resources
D. taking action after retaliation occurs
E. problem solving in the corporate world
F. outlining the final plan to appropriate personnel
G. critical thinking and information analysis
H. common ideas for writing success
I. preparing for a long-distance run
J. getting the most out of your new situation
K. planning for a worst-case scenario
L. how to tell children about bad things they hear in the news
M. how to write about important issues in your company in an interesting way
N. knowing when to leave
O. taking charge of the situation
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Solution

1. How to Determine Your Purpose

2. Communicating to the Audience Effectively

3. Create a Formal Complaint or Involve Human Resources

4. Taking Action after Retaliation Occurs

5. Problem Solving in the Corporate World

6. Outlining the Final Plan to Appropriate Personnel

7. Critical Thinking and Information Analysis

8. Common Ideas for Writing Success

9. Preparing for a Long-Distance Run

10. Getting the Most out of Your New Situation

11. Planning for a Worst-Case Scenario

12. How to Tell Children about Bad Things They Hear in the News

13. How to Write about Important Issues in Your Company in an Interesting Way

14. Knowing When to Leave

15. Taking Charge of the Situation

Conclusion

In this lesson, you have learned:

About words that are always capitalized.
About words that are never capitalized.
About headings and titles.
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LESSON 6
Choosing the Correct "Person" and "Tense"

Topics Covered

 About three types of “persons” in writing:

A. First person
B. Second person
C. Third person

 About the three tenses:

A. Past tense
B. Present tense
C. Future tense

Introduction

In this lesson, you will learn about the types of “persons” in writing and about the three tenses.

❋

6.1. Three Types of “Persons”

“Person” in writing means point of view. Point of view is expressed in the first person (I/we/our),
second person (you/your), or third person (he/she/it/they) in writing.

1. When creating any business document, it is important to write from a point of view the reader
will understand.

2. Write from the same point of view throughout a sentence and paragraph and sometimes
throughout the entire document, to avoid confusing the reader. Below is an example of a very
confusing paragraph:

Increasing one’s workload creates a strain on both your physical and mental health. Unless someone
is doing an intense, physically active type of job, your body is wasting away while you are working. In
addition, diet suffers as you work harder and longer hours. No longer do you have the time to prepare
healthy meals at home or, even worse, we may not have time to eat at all.
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The instances of point of view are bolded in the above example. When reading this paragraph, the
reader must wonder who is being addressed. Below are the highlighted words and the point of view
they reflect:

1. One’s - 3rd person

2. Your - 2nd person

3. Someone - 3rd person

4. Your - 2nd person

5. You - 2nd person

6. Diet - 3rd person

7. You - 2nd person

8. You - 2nd person

9. We - 1st person

In this lesson, we will explore the three different points of view and determine when it is best to use
each one.

❋

6.2. When to Write in the First Person

Note the following about writing in the first person:

1. First person involves the use of words indicating the speaker or writer is performing the action
in the sentence, either singly or in a group. Those words are I, me, my, we, and our.

2. First person is appropriate when you want to state a personal opinion, relate a personal
experience, or render a personal evaluation.

Let’s look at our example from above, now written entirely from a first person perspective:

Increasing my workload creates a strain on both my physical and mental health. Unless I am doing an
intense, physically active type of job, my body is wasting away while I am working. In addition, my
diet  suffers as I work harder and longer hours. No longer do I have the time to prepare healthy meals
at home or even worse; I may not have time to eat at all.

The paragraph now makes perfect sense. The writer is talking about his or her opinions and reactions
to increasing the workload. This would be an appropriate response to a question directed at the writer
specifically, and not to a larger group of people.
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 Exercise 20: When to Write in the First
Person

 5 to 10 minutes

In this exercise, you will answer the following multiple choice questions and discuss your responses
with the class.

1. Writing in the first person is appropriate in which of the following circumstances?

A. When the document is reflecting personal opinions, evaluations, or experiences.
B. When wanting to impress the reader with your sense of responsibility.
C. Never in a business document.
D. When the content reflects a neutral point of view.

2. Writing in the first person means the point of view is:

A. Someone else’s.
B. The writer’s.
C. The reader’s.
D. None of the above.

3. Which of the following sentences is written in the first person?

A. She wrote the report in Spanish for our new business partners, who do not read
English.

B. They want all the quarterly reports from the past five years.
C. When the sales projections are completed, I will send them on to the CEO for you.
D. It is critical that you get this key information to the right department by 5:00 today.

4. Which of the following sentences is not written in the first person?

A. One should always leave early to make sure he or she is on time for meetings.
B. You should always leave early to make sure you’re on time for meetings.
C. People who make a habit of leaving early are always on time for meetings.
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Solution

1. A. When the document is reflecting personal opinions, evaluations, or experiences.

2. B. The writer’s.

3. C. When the sales projections are completed, I will send them on to the CEO for you.

4. None of the sentences is written in the first person.

❋

6.3. When to Write in the Second Person

Note the following when writing in the second person:

1. Writing in the second person is arguably the most common grammatical error when composing
any document, especially business reports and proposals.

2. Second person involves the use of the words you, your, and yours.

3. Second person is used to address the reader, but is often mistaken as a more generic term
meaning anyone other than the writer.

4. It is correct to use the second person when the document is aimed at one, specific person: the
reader.

Here is the original example written in second person:

Increasing your workload creates a strain on both your physical and mental health. Unless you are
doing an intense, physically active type of job, your body is wasting away while you are working. In
addition, your diet  suffers as you work harder and longer hours. No longer do you have the time to
prepare healthy meals at home or even worse, you may not have time to eat at all.

Use second person when the purpose of the writing is to inform or instruct the reader. An example of
using second person incorrectly in a business proposal in which the business will benefit from
implementing a proposed project: “You will see an increase in sales when you implement this project.”
Correct version: “Sales will increase upon the implementation of this project.”

While both versions are grammatically correct, the second one is addressing a larger, more generic
audience, while the first one actually addresses a single person: the reader.

The one person reading this statement is not solely responsible for implementing the project, although
the statement written in second person implies just that.
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Generally speaking, it is better to not use the second person at all when writing a business document
that is intended for multiple readers.
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 Exercise 21: When to Write in the Second
Person

 5 to 10 minutes

In this exercise, you will answer the following questions and discuss your responses with the class.

1. The second person point of view uses which of the following sets of pronouns?

A. I, you, we
B. You, your, yours
C. You, our, ours
D. Mine, ours, yours

2. It is correct to use the second person point of view:

A. Never in business writing.
B. Always in business writing.
C. When the business document is meant to inform the reader individually.
D. When the business document is meant to describe results to other teams.

3. Which of the following sentences is written in the second person?

A. Taking responsibility for keeping one’s desk neat is a good habit that managers like
to see.

B. She takes responsibility for keeping her desk neat, which is a good habit that managers
like to see.

C. You take responsibility for keeping your desk neat, which is a good habit that
managers like to see.

4. Which of the following sentences is not written in the second person?

A. People who work hard are generally happier people.
B. You should fill out your self-evaluation ahead of time so that you have time to review

it.
C. You are going to be proud when you see the results of your hard work.
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Solution

1. B. You, your, yours

2. C. When the business document is meant to inform the reader individually.

3. C. You take responsibility for keeping your desk neat, which is a good habit that managers
like to see.

4. A. People who work hard are generally happier people.

❋

6.4. When to Write in the Third Person

When creating business documents, the most common point of view is the third person. When referring
to a person, place, thing, or idea, third person has the most flexibility as it allows the writer to use
gender, subjective, objective, possessive, and even neuter categories. For example:

PossessiveObjectiveSubjective

his (masculine)him (masculine)he (masculine)Third person singular
hers (feminine)her (feminine)she (feminine)
their/theirs (gender-neutral)them (gender-neutral)they (gender-neutral)
its (neutral / inanimate)it (neutral / inanimate)it (neutral / inanimate)
their/theirsthemtheyThird person plural

Once the point of view has been chosen, keep the same point of view throughout the document as
much as possible. There will be instances when the point of view will shift, but it should never happen
in a single sentence or paragraph. To be on the safe side, stay with third person throughout the
document.

Here is the example paragraph written in third person:

Increasing workloads creates a strain on both physical and mental health. Unless people are doing
intense, physically active types of jobs, their bodies will waste away with inactivity. In addition, diet
suffers as more time is spent at work. People do not have the time to prepare healthy meals at home
or, even worse, they may not have time to eat at all.

Can you see how the final paragraph is easy to understand, and is not directed at a specific person, but
instead is general information for a larger audience?
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 Exercise 22: When to Write in the Third
Person

 5 to 10 minutes

In this exercise, you will answer the following questions and discuss your responses with the class.

1. The third person point of view is most commonly used:

A. When addressing three people.
B. Never in a business document.
C. To address a general audience or an audience of more than one specific person.
D. When three people are co-authoring the document.

2. The pronouns used most commonly in third person point of view writing are:

A. You, them, they
B. He, she, me, my
C. They, them, he, she
D. I, my, they

3. Which of the following viewpoints should be used most of the time in business writing?

A. First person.
B. Second person.
C. Third person.
D. None, the point of view should not be expressed.

4. Which of the following sentences is written in the third person?

A. People who work hard are generally happier people.
B. You should fill out your self-evaluation ahead of time so that you have time to review

it.
C. You are going to be proud when you see the results of your hard work.

5. Which of the following sentences is not written in the third person?

A. People who work hard are generally happier people.
B. You should fill out your self-evaluation ahead of time so that you have time to review

it.
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C. You are going to be proud when you see the results of your hard work.
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Solution

1. C. To address a general audience or an audience of more than one specific person.

2. C. They, them, he, she

3. C. Third person.

4. A. People who work hard are generally happier people.

5. B and C.

❋

6.5. Using Correct Tenses in Business Writing

All writers need to understand how to use verb tense correctly. Clear establishment of time is indicated
by tense, whether past, present, or future. In this section, we will examine some guidelines for using
tense to let our readers know when something either took place or will take place.

 6.5.1. How to Use the Past Tense in Business Writing

To form the past tense of a verb, consider whether the verb is a regular verb or an irregular verb.

1. A regular verb is one that needs a -d or -ed or sometimes -t added to create the past tense. For
example, work/worked; bake/baked; talk/talked.

2. An irregular verb is a verb that changes its form to indicate the past tense. For example:
swim/swam; see/saw; go/went.

When a paragraph begins in the past tense, all the following sentences should also be in the past tense
if the action taking place is in the same time frame. Here is an example of what happens when the tense
is shifted to present incorrectly:

When Roberto went to the copy machine to make copies of the proposal, he discovered that the paper
tray was empty. Roberto adds paper to the tray.

The correct final sentence in that paragraph should be: Roberto added paper to the tray. It would be
even more concise to write it this way: When Roberto went to the copy machine to make copies of the
proposal, he discovered that the paper tray was empty, so he added paper to the tray.

Do not shift to present tense unless the action changes in the time frame. For example:

The proposal contains sales projections that she found in an old annual report.
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The example above is grammatically correct because the sales projections are currently stated in the
proposal, but they were found in the past.

There should be one basic tense reflected throughout the business document, with shifts to other tenses
occurring to show changes in time frames, which will clarify the information for the reader. Those
shifts should only occur when the action changes from one tense to the other.
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 Exercise 23: How to Use Past Tense in
Business Writing

 5 to 10 minutes

In this exercise, you will read the following paragraph and answer the questions that follow.

Sarup and Tonya watched the presentation by the sales department at the conference last week. Tonya
sees an error in the projections on the fourth slide. Sarup missed the error, and thus thought everything
is on track. She will go home from the conference and provided a favorable report back to the
management team as a result.

1. Which shifts in tense are incorrect?

2. When is it appropriate to shift tenses in a business document?

A. It is never appropriate to shift tenses in a business document.
B. Only when the time frame of the action changes to another time frame.
C. Whenever you want to add interest to the document.
D. When there is a new paragraph.
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Solution

1. All of the shifts in tense are incorrect: Sarup and Tonya watched  the presentation by the
sales department at the conference last week. Tonya sees an error in the projections on the
fourth slide. Sarup missed  the error, and thus thought everything is on track. She will
go home from the conference and provided a favorable report back to the management team
as a result.

A. Here is the paragraph written correctly: Sarup and Tonya watched the presentation
by the sales department at the conference last week. Tonya saw an error in the
projections on the fourth slide. Sarup missed the error, and thus thought everything
was on track. She went home from the conference and prepared a favorable report
back to the management team as a result.

2. B. Only when the time frame of the action changes to another time frame.

❋

6.6. How to Use the Present Tense in Business Writing

Use the present tense when you are writing about your ideas, describing what happens in a report,
listing facts, or reporting about a current event. Present tense means now.

Present tense verbs usually come in two forms: the basic form and the basic form with an “s” added at
the end. It is really quite simple to determine which form to use:

1. Use the basic form when the noun is plural. For example: The six copy machines run all day.

2. Use the basic plus “s” form when the noun is singular: For example: The copy machine runs
all day.

Remember, there are some basic verbs that change their spelling to indicate they are referring to a
singular noun.

1. If the basic form of the verb ends in a consonant, plus a “y,” change the “y” to an “ie” before
adding the “s.”

A. Example: The admin assistants copy hundreds of documents every day.
B. Change “copy” to “copies” for a singular noun: The admin assistant copies hundreds

of documents every day.

In general, the present tense is used to discuss ideas presented by another writer, your own ideas, and
when describing actions presented in literary works or movies. Sometimes present tense is used for
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dramatic effect, but if this is done, keep the tense consistent throughout the document, making shifts
only where appropriate changes in the time frame occur.

LESSON 6: Choosing the Correct "Person" and "Tense" | 99



 Exercise 24: How to Use Present Tense
in Business Writing

 5 to 10 minutes

In this exercise, you will read the following paragraph and answer the questions that follow.

In Juaquin’s latest proposal, he elaborates on the idea that if we spend more money to gain access to
more top-tier clients, sales will increase. His projections are speculative, and he believed that more
information is needed. Juaquin states that his team went to bat for this new idea, but they are unable
to attend the presentation.

1. Which shifts in tense are incorrect?

2. When is it appropriate to use future tense in business writing?

A. When writing about your ideas or stating facts.
B. When using narrative to create a dramatic effect.
C. When relating information about something that happened yesterday.
D. When relating information about something that is happening now.
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Solution

1. “Believed” in the second sentence is an incorrect tense shift. It should be “believes.” Here is
the paragraph written correctly: In Juaquin’s latest proposal, he elaborates on the idea that if
we spend more money to gain access to more top-tier clients, sales will increase. His projections
are speculative, and he believes that more information is needed. Juaquin states that his team
went to bat for this new idea, but they are unable to attend the presentation.

2. A. When writing about your ideas or stating facts; B. When using narrative to create a dramatic
effect; and D. When relating information about something that is happening now.

❋

6.7. How to Use the Future Tense in Business Writing

The future tense is used when reflecting on or predicting what will happen in the future. Future tense
verbs are created by adding what is called an auxiliary verb before the verb. When creating future tense,
the auxiliary verbs most commonly used are will, shall, are about to, is going to. Other indicators of
future tense are time words like tomorrow or next week.

Some examples of using the future tense are:

1. Martine will take the reports upstairs to the COO.

2. Melissa and Dr. Parkins are about to have a discussion on the new treatment options available
for her.

3. We are going to speak to the HR department next week.

Using the future tense helps writers clarify the causes and effects of doing something. For example, if
a writer wants to show what the result of implementing a certain process will be, he or she can use the
future tense: “If we implement that process, the turnover rate will decrease substantially.”
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 Exercise 25: How to Use the Future Tense
in Business Writing

 5 to 10 minutes

In this exercise, you will read the following paragraph and answer the questions that follow.

Since we will be discussing this topic in the meeting next week, we need to do the research this afternoon.
I understand the team from R&D will be presenting an opposing viewpoint. We were shot down in
the meeting next week because the research was not done prior to attending.

1. Which shift in tense is incorrect?

2. Which shifts are examples of future tense?

3. When is it appropriate to use the future tense in business writing?

A. The future tense is inappropriate in business writing because it implies speculation.
B. When reflecting on the results of implementing a process or project.
C. When predicting what will happen in the future.
D. A and C above.
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Solution

1. The incorrect shift in tense is “were shot down.” It should be: We will be [future tense] shot
down in the meeting next week if the research is not done prior to attending.

2. Future tense indicators are: will be discussing this topic next week; need to do the research
this afternoon; will be presenting next week.

3. B. When reflecting on the results of implementing a process or project; and C. When predicting
what will happen in the future.

Conclusion

In this lesson, you have learned:

About three types of “persons” in writing: first person, second person, third person.
About using correct tenses in writing: past tense, present tense, future tense.
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LESSON 7
Sentence Structure

Topics Covered

 About simple sentences.

 About compound sentences.

 About complex sentences.

 Abut compound-complex sentences.

Introduction

Sentences are words that are strung together to express a thought, idea, or concept. The key to
understanding sentence structure is to know what a complete sentence needs, the order in which the
words need to be strung together, and how it is punctuated. It is not enough to just put a bunch of
words down on paper. Without order and structure, there are no sentences and no thoughts, ideas, or
concepts are expressed. In this lesson, we will look at four basic structures of sentences.

❋

7.1. Simple Sentences

Simple sentences comprise one independent clause. An independent clause has a subject (noun) and
a predicate (verb) and expresses a single thought. A simple sentence can be two words: She ran.

Words can be added to the sentence, but as long as it expresses a single thought it is still a simple
sentence: She ran away very fast. You can even have compound parts of the sentence, but as long as
there is only one subject and verb, the sentence is still a simple sentence. Following are some of the
parts of a simple sentence that may be compound:

1. Direct Object: The R&D department gave us numbers and projections.

2. Verb (predicate): The marketing staff brought and served the donuts.

3. Noun (subject): Eugene and Martine take the subway to work.

4. Object of a preposition: The CEO worked at the corporate office and the branch office.
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In all of the examples above, there is only one subject and one verb. The subject or verb or other element
of the sentence may be compound, but there is only one of each in the sentence:

1. Subject: R&D department; Verb: gave

2. Subject: marketing staff; Compound Verb: brought/served

3. Compound subject: Eugene/Martine; Verb: take

4. Subject: CEO; Verb: worked; Compound object of predicate (at): corporate office/branch
office
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 Exercise 26: Simple Sentences
 5 to 10 minutes

In this exercise, you will answer the following questions.

1. Which of the following sentences are simple sentences?

A. The marketing team and the sales team both presented at a conference in Las Vegas.
B. The sales team won first prize and the marketing team won honorable mention.
C. The CEO mentioned the awards before he ended the meeting.
D. The teams thanked everyone for the recognition.

2. What are the essential elements of a simple sentence?

A. Verb phrase and compound subject.
B. Subject and predicate.
C. Predicate adjective and subject.
D. Independent clause and dependent clause.

LESSON 7: Sentence Structure | 107



Solution

1. A. Simple sentence with a compound subject; D. Simple sentence with single subject and
verb. (B has two independent clauses and C has one independent and one dependent clause.)

2. B. Subject and predicate.

❋

7.2. Compound Sentences

Compound sentences are made up of a minimum of two independent clauses joined by a comma and
a conjunction or a semicolon. An independent clause is a complete idea, thought, or concept. A single
independent clause can be a simple sentence. If there are two or more independent clauses in the same
sentence, the sentence becomes a compound sentence.

Here are three independent clauses that can stand alone as simple sentences because they each have a
subject and a verb and express a complete thought:

1. The copy machine jammed.

2. The fax machine ran out of paper.

3. My colleague slammed the door in frustration.

Each of the above sentences is fine as simple sentences; however, if written in a document as three
simple sentences, the reading would become choppy. A much better way to express what happened is
to combine them into one compound sentence:

The copy machine jammed, the fax machine ran out of paper, and my colleague slammed the door in
frustration. Note the use of the comma joining the first two independent clauses and the comma and
coordinating conjunction (and) joining the second and third clauses.

Coordinating conjunctions are used to join elements of a sentence that have the same structure like
two phrases, two independent clauses, or two words. There are seven coordinating conjunctions: and,
for, nor, or, yet, so, but.

In a compound sentence, each clause must be an independent clause (with both a subject and a verb),
regardless of whether it is joined with a coordinating conjunction or a comma or semicolon. Compound
sentences are created to smooth out choppy reading, provide variety to the sentences, and add clarity
to the writing.

108 | LESSON 7: Sentence Structure

EVALUATION COPY: Not to be used in class.



 Exercise 27: Compound Sentences
 5 to 10 minutes

In this exercise, you will answer the following questions.

1. Which of the following statements are compound sentences?

A. Margaret and Melinda raced to the third floor told the service representative the
copy machine was jammed.

B. Margaret and Melinda raced to the third floor. They told the service representative
the copy machine was jammed.

C. Margaret and Melinda raced to the third floor, and they told the service representative
the copy machine was jammed.

D. Margaret, Melinda raced to the third floor and told the service representative the
copy machine jammed.

2. What is an independent clause?

A. An independent clause has a subject but no verb.
B. An independent clause has both a subject and a verb but does not express a complete

thought.
C. An independent clause has both a subject and a verb and expresses a complete thought.
D. An independent clause cannot stand alone as a sentence.
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Solution

1. C. Two independent clauses joined by a comma and a coordinating conjunction.

2. C. An independent clause has both a subject and a verb and expresses a complete thought.

❋

7.3. Complex Sentences

A complex sentence has one independent clause joined to one subordinate clause (dependent clause)
with a coordinating conjunction. A subordinate clause cannot stand alone, although it has a subject
and a verb, just like the independent clause.

The difference is the dependent clause also has an element that makes it dependent upon an independent
clause to form a complete thought. Here are some examples:

1. Independent clause: The computer boots properly. Dependent clause: Until the computer
boots properly.

2. Independent clause: I delivered the reports. Dependent clause: If I delivered the reports.

The words added to the independent clause that turned them into dependent clauses are called
subordinating conjunctions (whenever, if, until ...). Relative pronouns like who, which, and that can
also be added to independent clauses to make them dependent clauses. For example, “The calendar
that is on the computer is the only one I use.”

The dependent clause is “that is on the computer.” The independent clause is “The calendar is the
only one I use.” If you use the dependent clause alone, you have created a sentence fragment or
incomplete sentence.

In a complex sentence, the subordinate clause may come first or it may come after the independent
clause. If you use it to start the sentence, you must use a comma to separate it from the rest of the
sentence. If it comes later, no comma is needed. For example:

1. Whenever the train goes by, everyone stops their work to watch it.

2. Everyone stops their work to watch the train whenever it goes by.
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 Exercise 28: Complex Sentences
 5 to 10 minutes

In this exercise, you will answer the following questions:

1. Which of the following statements are complex sentences?

A. The CEO required everyone to read the employee manual after he fired the manager
for harassment.

B. The CEO required everyone to read the employee manual, and he fired the manager
for harassment.

C. After he fired the manager for harassment, the CEO required everyone to read the
employee manual.

D. The CEO fired the manager for harassment, and he required everyone to read the
employee manual.

2. What is the result of using a subordinate clause alone?

A. A complex sentence.
B. A compound sentence.
C. A run-on sentence.
D. A sentence fragment.
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Solution

1. A. and C. are both complex sentences.

2. D. A sentence fragment.

❋

7.4. Compound-Complex Sentences

Remember, in order for a sentence to be a compound sentence, it needs at least two independent
clauses. To create a compound-complex sentence, you need to add a complex sentence to a compound
sentence.

Here are some examples:

1. Whenever the train passed by the office, it blew a whistle, and everyone stopped their work
to listen.

2. The CEO required everyone to read the employee manual after he fired the manager for
harassment, and he made us all sign acknowledgement forms.

Using compound-complex sentences in your business writing will add interest, provide clarity, and
add variety to the structure of your paragraphs, making the reader’s job easier. It is important, therefore,
to make sure to use a variety of sentence structures when composing reports, memos, and other business
documents.

A writer often runs into trouble when working with these different sentence structures by not punctuating
correctly, and ending up with run-on sentences or incomplete sentences. In the following exercise,
there are several examples of both correctly and incorrectly punctuated compound-complex sentences.
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 Exercise 29: Compound-Complex
Sentences
 5 to 10 minutes

In this exercise, you will respond to the following questions.

1. Identify the sentence structure of the following sentences:

A. The HR staff came to the department meeting. Showed a video about health benefits.
B. The HR staff came to the department meeting and their manager showed a video

about health benefits.
C. After showing a video about health benefits, the HR staff gave us a quiz.
D. Sally and Susan did not watch the video they were busy gossiping with each other.
E. Because he forgot his pencil, Ramon could not take the quiz, but he did take it later

on the computer.

2. Why is it important to use a variety of sentence structures in a formally written business
document?

A. To impress the reader with your writing skills.
B. You should never use a variety of sentence structures; it is too confusing.
C. To add interest and clarity to the document.
D. To present a well-written document which is easy to read and understand.

3. How would you fix the following sentence fragments and make them complete sentences?

A. If I filed the documents.
B. When he arrived at the office.
C. Once James received training.
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Solution

1. Sentence structure:

A. Simple sentence followed by a sentence fragment
B. Compound sentence
C. Complex sentence
D. Run-on sentence
E. Compound-complex sentence

2. C and D are both reasons to use a variety of sentence structures in business writing.

3. Each sentence fragment can be made a complete sentence by removing the element that makes
it dependent:

A. I filed the documents. (removed if)
B. He arrived at the office. (removed when)
C. James received training. (removed once)

Conclusion

In this lesson, you have learned:

About simple sentences.
About compound sentences.
About complex sentences.
About compound-complex sentences.
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LESSON 8
Writing Styles and Tone

Topics Covered

 About formal business writing.

 About informal business writing.

 About diction.

Introduction

Writing style and tone varies depending on the kind of writing one is engaged in. Academic writing is
generally composed of long, complex sentences written in active voice and generally from a first-person
perspective. Business writing usually uses shorter sentences, with simpler structure; however, the
sentences are still written in a style that reflects knowledge of proper structure. As in academic writing,
business writing is also in active voice but is written from a third-person perspective (that of the
company). There are both formal and informal business styles, which we will discuss in this lesson.

❋

8.1. Formal Business Writing

When discussing formal business writing, we also need to address tone. Appropriate business tone is
what will make the reader either accept or reject what is written.

The majority of business documents, including letters, memos, and reports, should be written in a
formal style that imparts a professional tone.

The danger in using a professional, formal tone comes when the writer gets too formal.

Following are some guidelines for writing a formal business document using style and tone to convey
the message:

1. Take into consideration the company culture when determining the formality of the document
or correspondence. Draw the line at being too formal, however. Using a phrase like “It has
come to our attention...” instead of “We noticed...” might just come off as sounding stiff and
overbearing.
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2. Use positive language, even when delivering bad news. For example:

A. Negative: Because of increased instances of employee theft, the supply closet will
remain locked until further notice.

B. Positive: Unfortunately, we have had to lock the supply closet because several items
have been found to be missing or unaccounted for; however, we appreciate your
ongoing assistance in helping us resolve this problem.

3. The tone should be courteous and professional, as well as strong and confident, without being
abusive. For example:

A. Abusive: You will attend the mandatory staff meeting on Wednesday, regardless of
your schedule.

B. Courteous, yet strong: We appreciate you rearranging your schedule so you can
attend the mandatory staff meeting on Wednesday.

C. Accusatory: You did not follow the instructions and now the client is unhappy.
D. Professional and non-accusatory: Clients will not be happy if the instructions are

not followed.

4. The use of appropriate language is always preferred in business settings, whether you are
speaking or writing. Avoid the use of slang, discriminatory, or derogatory language.

5. Correct grammar, spelling, and sentence structure will impart a professional, business image.
Sloppy writing, on the other hand, will reflect badly on the company.

6. Active voice is generally preferred because it is more direct, shorter, and clearer. In active voice,
the subject performs the action; in passive voice, the subject does nothing. For example:

A. Passive: The report was read by Don. (The subject, report, is doing nothing, it is
passive.)

B. Active: Don read the report. (the subject, Don, is performing the action of reading.)

7. On a final note, if you are overly emotional about something, particularly the topic of the
document, you may not be writing objectively, so consider waiting until the next day to write
the document if possible.
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 Exercise 30: Formal Business Writing
 5 to 10 minutes

In this exercise, you will answer the following questions.

1. Match the appropriate tone to the following types of business documents:

2. The following are examples of statements made in business documents. Which is (are)
appropriate in formal business writing and which is (are) inappropriate in formal business
writing?

A. The guys in the sales department ran the numbers before all the data was in.
B. ABC Corporation announced today that it will proceed with the lawsuit.
C. Any involvement in the incident was denied by XYZ Corp.
D. Margaret and Roberto won’t be bringing photos to the meeting after all.
E. You didn’t do it right, now the project will fail.
F. In the event that the sales figures are not up to par, we will simply overlook the

requests of the sales team for new territory assignments.

3. Attention to tone and style will have no impact on the customer.

A. True
B. False
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Solution

1. A - 4; B - 3; C - 2; D - 5; E - 1

2. Your instructor will lead a discussion of the following answers in class:

A. Inappropriate
B. Appropriate
C. Inappropriate
D. Inappropriate
E. Inappropriate
F. Inappropriate

3. False

❋

8.2. Informal Business Writing

Informal business writing is generally done between colleagues and peers in a business, not with
customers. Instances where informal business writing is appropriate include:

1. Casual email messages.

2. Announcements about informal events like the company picnic.

3. Instant messaging.

Informal business writing is more like a conversation than formal writing. Sentences are simple and
short, and empathy or other emotion may be evident in informal writing. Some other characteristics
of informal writing include:

1. The use of slang, contractions, and/or abbreviations.

2. A personal tone, evidenced by addressing the reader directly through the use of the second
person.

3. The use of cliches.

4. More subjective (influenced by personal feelings) content.

To determine which style, informal or formal, of business writing you should be using, ask yourself
the following questions:

1. How familiar are you with the reader? Is the reader a colleague, a peer, or a customer?
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2. What is the level of interaction expected?

3. Is the topic necessary for them to perform their business duties?

4. What kind of communication do they prefer: direct or more conversational?

5. How much do they already know about the topic?

6. What is the purpose of the document?

The answers to these questions will help you determine the level of formality of the business writing
project. One key point to remember when writing any kind of business document is to always be aware
of and use correct spelling, grammar, and punctuation.

Just because a document is less formal, does not mean it should be unprofessionally written. Even in
informal business documents, it is wise to avoid things like unfamiliar acronyms, such as those used in
casual texting messages.
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 Exercise 31: Informal Business Writing
 5 to 10 minutes

In this exercise, you will answer the following questions.

1. Review the following examples of written business communications. Which is an example of
an appropriate, informal message?

A. Email message: The sales meeting this afternoon will start promptly at 1:00 PM.
B. Instant message: Hey, dude, when is the (yawn) meeting gonna start? LOL
C. Memo: Remember to put the company picnic on your calendar!
D. Letter: Dear Ms. Michaels: ABC Company has decided not to renew the Title XVI

Grant.

2. When is it appropriate to use informal writing styles in business writing?

A. When writing anecdotes for the annual report.
B. It is never appropriate to use informal writing styles in business writing.
C. Only when using instant messaging.
D. When the communication is not critical to the business duties of the reader.
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Solution

1. C. Memo: Remember to put the company picnic on your calendar!

2. D. When the communication is not critical to the business duties of the reader.

❋

8.3. Diction

In writing, the word diction refers to the choice of words used by the writer. In speaking, diction refers
to the speaker’s tone, inflection, and accent when pronouncing the words.

There are some guidelines to using proper diction in business writing. Some of them we have already
discussed in the sections on formal and informal writing, like using contractions or slang in informal
writing, or using more formal terminology in formal writing.

Guidelines for proper diction in business writing are as follows:

1. First, determine whether the document is formal or informal.

A. Formal documents will require the use of a large vocabulary, words that are considered
to be more dignified, and absolutely correct grammar.

B. Informal documents will be more conversational, and contain commonly used words,
as well as more simple sentence construction.

2. Ask yourself how familiar the audience is with the topic. Audiences with a high familiarity
will appreciate and understand more technical wording, while audiences not very familiar
with the topic will prefer clear, common terms that describe the topic.

3. Determine the purpose of the document. Is it meant to inform or persuade? Do you expect
some kind of action from the reader? Use words that convey that expectation.

4. Consider your own familiarity with words. How big is your vocabulary? Are you absolutely
sure of the meaning of the words you use in the document?

Here is an example of writing using formal diction: “Preliminary research suggests that numerous
civilizations have attributed significance to the number three.”

The same passage written using more informal diction would look like this: “My research shows that
lots of different civilizations believe the number three is important.”
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Both statements are correct, but the first one would be directed at a more sophisticated audience while
the second example is more personal (written in the first person) and uses common terminology to say
the same thing.
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 Exercise 32: Diction
 5 to 10 minutes

In this exercise, you will answer the following questions.

1. Read the following statements and identify which use formal diction and which are more
informal.

A. She is frustrated by the pain due to her inability to ameliorate or delete it.
B. The pain frustrates her because she is unable to make it better or make it go away.
C. Passage of time is surely situational.
D. Time passes quickly or slowly, depending on what I am doing.

2. Read the following statement, written with formal diction, and rewrite it using more informal
diction: The need for communication is paramount, regardless of the context.
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Solution

1. A: formal; B: informal; C: formal; D: informal

2. Answers will vary, but the final answer might look like this: “Communication, no matter what
the message, is very important.”

Conclusion

In this lesson, you have learned:

About formal business writing.
About informal business writing.
About diction.
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LESSON 9
Writing Clearly and Concisely

Topics Covered

 How to use all-inclusive language.

 How to get to the heart of the message.

 About omitting unnecessary words.

 How to use paragraphs correctly.

Introduction

One way to gain an edge with your clients is to provide clearly written, concise business documents
that come to the point without being wordy or overly formal. There are several ways to do this, and
in this lesson we will discuss five strategies you can use immediately to improve your business writing.

❋

9.1. All-inclusive Language

All-inclusive language is a very broad area that includes not only the use of the words “our” and “we,”
but also words that do not place one group of people below others. For example, do not single out a
person’s ethnicity, race, or other personal traits if there is no connection to the topic being discussed.

Instead of saying, “The tall, red-headed team leader was late for the project status meeting,” the statement
should be: “The team leader was late for the project status meeting.”

When talking about someone who has a disease or is disabled, do not use words that create a negative
stereotype. For example, do not say, “Poor Marjorie, she is afflicted with carpal tunnel disease and
cannot type very fast.” The better way to say it is, “Marjorie has carpal tunnel disease, which affects
her typing speed.”

Some things to consider when thinking about using all-inclusive language are:

1. Salutations in letters.

2. Pronouns.
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3. Names and titles.

4. Gender-free language.

 9.1.1. Salutations in Letters

When writing a business letter, if you do not know the name of the person to whom you are writing,
you can start out the letter without any salutation at all, but the preferable way to address this is to use
one of the following:

1. Dear Colleague

2. Dear Customer

3. Dear Subscriber

4. Dear Friend

5. Dear “any other label or title that fits the occasion”

You should avoid using Dear Sir, or Dear Madam, or Gentlemen, unless you are absolutely sure of the
gender of the recipient.

 9.1.2. Pronouns

Pronouns replace nouns in sentences. If you know the gender of the person you are talking about, it
is fine to use the appropriate pronoun. For example, “Lucinda ran out of paper when she was copying
the annual reports.”

If you do not know the gender or if both sexes are included in the communication, use gender-neutral
pronouns. For example, it is incorrect to write, “Give each member of the team his assignment when
he arrives.” It is possible that there are also women on the team and they need to be included: “Give
the team members their assignments when they arrive.”

It is also possible to reword the sentence to eliminate the pronouns: “Give the team members their
assignments upon arrival.” You will also notice that each of the previous sentences became shorter as
it was rewritten. The first one had 11 words, the second one had 9 words, and the last one had only 8
words.

Some writers prefer to use a double-pronoun construction at times. For example, “Each member of
the team is expected to pull his or her own weight.”
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 9.1.3. Names and Titles

The equivalent to Mr. when addressing a woman in business correspondence is Ms. Since there is no
title indicating whether a man is married or single, it is not appropriate to use either Mrs. or Miss when
addressing a woman. The marital status of the person is not relevant to the business dealings.

When addressing two or more people within an organization who have titles, use the same construction
for each name. For example, you would not write: “Governor Smith and Joanne Brown,” but you
would write: “Governor Smith and Representative Brown.”

If you are writing a letter to a married couple and you don’t know either of their names, use Mr. and
Mrs. in the salutation: “Mr. and Mrs. Kramer.” If you know both names, use both of them like this:
“Paul and Eleanor Kramer.” If you only know one name, the salutation might look like this: “Paul
Kramer and spouse.”
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 9.1.4. Gender-free Language

Traditional male and female roles are changing and the language we use as business writers must reflect
that change. The following chart shows a few traditional words for activities that are gender specific
and words that can be used to replace those words with more gender-neutral connotations.

Newer, Gender NeutralTraditional, Gender Specific

Performer, flight attendantActress, stewardess
ChairpersonChairman, chairwoman
Representative, legislatorCongressman, congresswoman
StudentCoed
HousekeeperCleaning lady, maid
SupervisorForeman
Personal agreement, informal contractGentleman’s agreement
Humanity, peopleMankind
Staff hours, work hours, hours workedMan-hours
Staff the table/booth/etc.Man the table/booth/etc.
SalespersonSalesman
SpokespersonSpokesman
EmployeeWorkman
PoetPoetess
Police officerPoliceman

❋

9.2. Including Everyone for the Sake of Gaining Buy-in

A strategy to use when attempting to get everyone involved in the process is to use language that shows
them that you, as well as they, are part of the process. This means using words like “we” and “our”
rather than “I” or “me” or “you.” In the following passages, the first one not use all-inclusive language
and the second one does use language that includes everyone in the discussion.

1. It has come to my attention that you have not learned how to use the new machines properly.
You have caused several problems that have resulted in a significant loss of revenue and, as a
result, you will not only have to be re-trained on the machines, but you will have to work
overtime to fix the problems.
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2. It appears that misuse of the new machines has caused several problems resulting in loss of
revenue. We need to be re-trained on the machines as well as work overtime to fix the problems.

If you were a member of the team that is being addressed in the above situation, which approach would
you prefer the team leader take?
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 Exercise 33: All-inclusive Language
 5 to 10 minutes

In this exercise, you will answer the following questions.

1. Which of the following statements do not use all-inclusive language?

A. We will be opening the new branch office on Monday.
B. CEO Paul Martin’s wife, Mrs. Phoebe Martin, sponsored the day care initiative at

work.
C. The performers stayed after the event to sign autographs.
D. Our hard work paid off and we were rewarded with a pizza party.

2. When addressing both genders in a business letter, it is appropriate to use the generic term
“gentlemen.”

A. True
B. False

3. Why is it important to use all-inclusive language when writing business documents?

A. To help gain buy-in from everyone involved in the process.
B. To gain an edge with your clients.
C. To show that you are not prejudiced.
D. A and B above.

4. Review the following pairs of statements. Which one in each pair should you avoid?

A. Everyone is expected to bring his project notes to the meeting.i.
ii. Everyone is expected to bring his or her project notes to the meeting.

B. Errors can happen if the machines are not used correctly.i.
ii. You did not use the machine correctly, and errors occurred.

C. The blonde, blue-eyed saleswoman failed to close the sale.i.
ii. The salesperson failed to close the sale.

D. i. Vice President Diaz urged all of us to find the right man for the job.
ii. Vice President Diaz urged all of us to find the right person for the job.
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Solution

1. B. CEO Paul Martin’s wife, Mrs. Phoebe Martin, sponsored the day care initiative at work.

2. False

3. D. A and B above.

4. Avoid the following statements:

A. i. Everyone is expected to bring his project notes to the meeting.
B. ii. You did not use the machine correctly, and errors occurred.
C. i. The blonde, blue-eyed saleswoman failed to close the sale.
D. i. Vice President Diaz urged all of us to find the right man for the job.

❋

9.3. Getting to the Heart of the Message

No matter what the message is you are trying to get across to your reader, it will never get there if you
surround it with lots of words, unnecessary detail, and general fluff. Paragraphs need to be short, the
important parts of your message written early in the document, and the wordy details left out.

Consider the following two paragraphs, requesting a budget increase for a proposed project:

1. Our proposed timeline dictates that we finish the renovations no later than March 15, 2012,
also appropriately known as the “Ides of March.” According to legend, terrible things happen
on the Ides of March and we certainly don’t want that to be the case with this project. In
order to implement the project effectively, an increase of the budget by 30% or $33,000, give
or take $2,000, is imperative. We have everything in place, except, of course, the supplies,
human resources, and other things covered by the budget.

2. We are requesting a 30% increase in the project budget in order to complete the proposed
renovations by the end of the first quarter. We have determined it will take more workers and
supplies to finish the project on time.

In the first example, the reason for writing the paragraph is not even mentioned until the middle of
the third sentence, 56 words into the message.

In the second example, the reader knows immediately what the request is and why. The second example
is two sentences long, half the length of the first example.

The rules for getting to the heart of the message are simple:
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1. State the reason for the message in the first sentence. Your reader could become bored trying
to read through a lot of unnecessary detail to find out what it is you really want to say.

2. Keep your paragraphs short, two or three sentences, and eliminate anything that does not
belong there. Your reader is busy and will not spend a lot of time reading useless information.

Bullet points are also very effective in getting the message across in a clear, succinct way. Bullet points
will draw your reader’s eye and provide you the opportunity to list the important points you want
emphasized in short, concise statements.

Once you have listed the important aspects of the message, don’t waste any time in explaining or
defending your information, but do take the time to outline your conclusions and recommendations.
The key is to stay focused on the message using clear, concise, and easily interpreted statements.

LESSON 9: Writing Clearly and Concisely | 135



 Exercise 34: Getting to the Heart of the
Message

 5 to 10 minutes

In this exercise, you will answer the following questions.

1. What is wrong with the following email message?

A. Hi Malcolm, When you get a chance, let’s get together. I need to talk to you about
something important regarding a project you are currently involved in. Thanks,
Claire.

i. Nothing is wrong with it.
ii. There is not enough information.

2. What kind of information would you include in the previous email message?
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Solution

1. ii. There is not enough information.

2. Answers will vary, but should mention the need for more detail, perhaps a time for the meeting,
and the reason Claire wants to talk to Malcolm about this issue.

❋

9.4. Omitting Unnecessary Words

A wordy document not only will be much longer than necessary, but will be confusing to your reader.
We all have a natural tendency to want to provide as much information as possible to our readers so
they will be able to make decisions without having to do further research or ask questions. This is where
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we run into the problem of wordiness. There are some guidelines to follow when reviewing your work
for wordiness and correcting it.

NotesExample

In this example, the words reason, why, and because all
mean the same thing. Their product indicates NOT our
product. The word cheaper implies price. A more concise
way to write the sentence is: “She bought their product
because it was cheaper.” This revision went from 18 words
to 8 words.

Look for words and phrases in a single
sentence that mean the same thing. For
example: “The reason why she chose their
product instead of ours is because their
product was cheaper in price.”

In this example, the words overworked, usually,
fun and frolic, and after work do not add anything new,
and are either redundant or assumptions about something
that may or may not be true. A better way to write this
statement is: “The finance department does not
participate in the happy hour on Friday nights.” This one
went from 24 words to 13 words.

Look for words and phrases that do not add
anything to the information already
presented. For example: “The overworked
finance department does not usually
participate in the fun and frolic usually had
at the happy hour on Friday nights after
work.”

In this example, the passive phrases, was caught ... by and
was convicted ... by add several extra words in addition to
being passive. A better way to write this sentence is: “The
CEO caught the accountant skimming the books and the
court convicted him.” This sentence started out with 19
words and was reduced to 13 words.

Look for instances of passive voice. For
example: “The accountant was caught
skimming the books by the CEO, and later
was convicted of fraud by the court.”

In this example, the prepositional phrases,
at 9:00 p.m., on the evening, of the fifteenth, of April, all
run together and add not only extra words, but confusion
to the statement. A better way to write this sentence is:
“The post office was still open at 9:00 p.m. on April
15th.” In this example, we were able to eliminate five
words.

Look for instances of overuse of
prepositional phrases. For example, “At 9:00
p.m. on the evening of the fifteenth of April,
the post office was still open.”

In this example, the clause Before he went to the meeting
can be changed to the phrase Before going to the meeting,
which eliminates only one word, but still streamlines the
statement. “Before going to the meeting, he straightened
up his desk.”

Look for instances where phrases can be
substituted for clauses. For example, “Before
he went to the meeting, he straightened up
his desk.”

Rewriting these sentences will not only eliminate
unnecessary words, but will also make the sentences
clearer and easier to read. “The staff meeting was not fun
today,” or “Fifty-seven typos were in the annual report.”
The total number of words eliminated: four.

Look for instances of the over use of “it” and
“there” as meaningless subjects. For example,
“It was not fun going to the staff meeting
today,” or “There were 57 typos in the
annual report.”
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 Exercise 35: Omitting Unnecessary Words
 5 to 10 minutes

In this exercise, you will complete the following:

1. Rewrite the following sentences to eliminate the unnecessary words.

A. After he had written the report, he filed the report in the wrong drawer. (15 words)
B. There were seventy-five complaints filed about the new policy on the use of sick

time. (16 words)
C. Matthew Clark, who was the founder of the company, never came to any of the

board meetings. (18 words)
D. The matter was resolved by the team leader, and then the resolution of the matter

was discussed in a meeting. (21 words)

2. Identify the wordiness problem in each statement in question 1 above.
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Solution

1. After writing the report, he filed it in the wrong drawer. (12 words)A.
B. Seventy-five complaints were filed about the new sick time use policy. (12 words)
C. Matthew Clark, the company founder, never attended any board meetings. (11

words)
D. The team leader resolved the matter and discussed the resolution in a meeting. (14

words)

2. Wordiness problems:

A. Using clauses where phrases would be better.
B. Using “there” as a meaningless subject and overuse of prepositional phrases.
C. Using clauses where phrases would be better.
D. Passive verbs and overuse of prepositional phrases.

❋

9.5. Jargon

Jargon is a term that means the language of a specific industry or occupation. When talking to someone
in your department or business unit who understands just what you are talking about, the use of jargon
is not only fine, it is actually desired.

When communicating with someone outside your particular unit or occupation, it is best to avoid
using jargon.

Jargon can be quite useful when it is used correctly, but if it is used with the wrong audience, the result
can cause problems with misunderstanding and confusion. Whenever you are writing anything and
considering using jargon, be sure to identify the audience’s level of understanding.

142 | LESSON 9: Writing Clearly and Concisely

EVALUATION COPY: Not to be used in class.



 Exercise 36: Avoiding Meaningless
Phrases

 5 to 10 minutes

In this exercise, you will answer the following questions

1. What is jargon?

A. Specialized language of a certain trade or occupation.
B. Language spoken and understood only by IT departments.
C. Gibberish or jabberwocky.
D. Meaningless babbling brought on by exhaustion.
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Solution

1. A. Specialized language of a certain trade or occupation.

❋

9.6. Using Paragraphs Correctly

There are several different types of paragraphs, but four are primarily used in business writing. To
understand what type of paragraph you want to write, you will need to determine the purpose of the
document.

1. If you want to inform your reader or explain something, you would write an expository
paragraph.

2. To influence or persuade your audience, you would choose a persuasive  paragraph.

3. Descriptive  paragraphs are used to describe an idea, person, place, or thing.

4. When relating a sequence of events or telling a story, the narrative  paragraph is the correct
form.

Let’s look at each one of these paragraph types in detail.

 9.6.1. Expository Paragraph

Expository means expose, or reveal. This kind of paragraph will give the reader the information he or
she needs to have in order to make a decision. It may be made up of lists of facts, explain instructions,
or show cause and effect, or it may show the cause of something and how that affects something else.

An example of an expository paragraph that explains instructions is:

“In order to meet the goals of the project, there are three steps that need to be taken. First, everyone
needs to attend the training session at 8:00am next Monday. During the first 15 minutes of the session,
Mildred will lead an ice-breaker activity, followed by break-out group assignments. Finally, Mark will
provide each group with the materials needed to build their prototype.”

 9.6.2. Persuasive Paragraph

A persuasive paragraph is needed when the audience needs to be persuaded to take a certain action.
Persuasive paragraphs are useful in advertising campaigns, proposals for new ideas, and negotiation
documents. Emotional appeal is a tactic often seen in a persuasive paragraph. Consider the following
example of a persuasive paragraph using emotional appeal:
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“Our company prides itself on impeccable customer service. The founders of the company felt strongly
that they wanted their employees to enjoy their jobs, that one of the keys to job satisfaction was having
pleasant interactions with customers, and that the best way to ensure pleasant interactions with customers
was to provide great customer service. Because of certain complaints recently received, we are reminding
all employees of those founding members’ ideals and asking everyone to provide great customer service.
It is in all of our best interest.”

 9.6.3. Descriptive Paragraph

Descriptive paragraphs, in effect, paint a picture for the reader. Writers using descriptive paragraphs
will appeal to the senses by using details and adjectives that invoke mental images for the reader. An
example of a type of business document that benefits from descriptive paragraphs is a proposal
introducing new ideas.

The following paragraph could easily be the introductory paragraph in a proposal requesting the
development of a child care center at the workplace:

“Imagine dropping off your three-year-old at the day care center and walking across the hall to your
office. Picture having lunch sitting in a tiny chair right next to your toddler and not having to drive
across town to do so. A day care center in the workplace will make your employees as well as you feel
so much better about leaving the kids for the day because they will be well taken care of right here in
our building.”

 9.6.4. Narrative Paragraph

A narrative paragraph is one that tells a story in chronological order. Business documents using narrative
paragraphs are those that explain how something occurred or will occur in order to satisfy questions
raised by stakeholders, customers, or others. A narrative paragraph will work well for documenting the
order of events that preceded a problem in order to create a record of the problem and its solution.

The following narrative paragraph lists the events that took place before a problem occurred that resulted
in the loss of a sales order.

“The salesperson faxed an order for 14 new computers to the fulfillment department just as she had
always done. Unfortunately, the fax machine jammed during the previous transmission, causing it to
quit. The repair person came in to fix the jam, and when the new order came in, he only glanced at it
and thought it was just a test sheet so he put it into the shredder.”
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 9.6.5. Paragraph Length

When writing any kind of lengthy business document, keep the paragraphs short. Two or three sentences,
especially if they are compound or compound-complex sentences, are preferred. One reason is to create
whitespace, which is easier on the eye than lines of type, for your reader. Short paragraphs also make
it easier for the reader to go back through the document and find important information quickly. Use
appropriate headings to guide the reader through the document and organize the paragraphs accordingly
under the headings.
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 Exercise 37: Using Paragraphs Correctly
 5 to 10 minutes

In this exercise, you will answer the following questions.

1. What are the four types of paragraphs?

A. Narrative, Descriptive, Emotive, Persuasive
B. Nominative, Descriptive, Expository, Persuasive
C. Narrative, Descriptive, Expository, Persuasive
D. Narrative, Decorative, Expository, Persuasive

2. What kinds of documents would you write that would include one or more persuasive
paragraphs?

A. A resignation letter.
B. An advertising campaign.
C. A list of instructions.
D. A negotiation for a raise document.

3. Why is it important to keep your paragraphs short in a long business document?

A. Because your reader can’t be bothered reading long, involved paragraphs.
B. Because your reader is too busy to read a lot of detail.
C. Because your reader will be able to find information quickly.
D. Because your reader will not suffer from as much eye fatigue if there is lots of

whitespace in the document.
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Solution

1. C. Narrative, Descriptive, Expository, Persuasive

2. B and D

3. C and D

Conclusion

In this lesson, you have learned:

How to use all-inclusive language.
How to get to the heart of the message.
About omitting unnecessary words.
How to use paragraphs correctly.
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LESSON 10
Proofreading Your Work

Topics Covered

 How to ensure your writing is error free.

 How to ensure consistency in your writing.

 How to use spell checkers.

 How to use grammar checkers.

Introduction

Proofreading is a critical step in writing. No matter how familiar you are with the rules, the chances
of your business document being letter-perfect the first time are almost nil. Typos occur, punctuation
gets misplaced or left out, and structure suffers. In this lesson, we will explore some of the tools available
to help with the proofreading step as well as some strategies for reviewing and proofreading.

❋

10.1. Ensuring Your Writing Is Error Free

Error-free writing is the goal, although you might be surprised at how many errors will slip by even
the most careful proofreading. There are some strategies you can use to get as close to error free as you
possibly can.

1. Wait at least two hours, longer if possible, before you proofread a document you have just
written. Proofreading immediately after writing will help you find some errors, but it is easy
to miss some as well, because your mind still remembers the exact content and will trick you
into thinking you see what you thought you wrote. As time elapses after the original draft was
written, the detail will start to fade in your memory, making the document easier to proofread.

2. If you cannot wait, have someone else review the document. Fresh eyes will find the errors
quicker than eyes that have already read the document.

3. Another trick to use that is helpful in finding typos is to read the document backward. This
can be particularly effective for finding misspellings.
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4. Read the document out loud or have someone read it out loud to you. This will also help you
find errors, especially in punctuation and structure.

❋

10.2. Reviewing and Proofreading

There is a difference between reviewing and proofreading. Reviewing a document is looking it over to
make sure the content is meaningful, consistent, and accurate. Proofreading is the process used to
discover errors in spelling, punctuation, grammar, and structure.

It is common to find and make corrections as you are reviewing, but, once you are done reviewing, it
is always a good idea to go through the document in a separate pass focusing only on the proofreading.

Following are some reasons to ensure your writing is error free:

1. Error-ridden documentation will reflect badly on your company and you.

2. Clients will become disillusioned about the quality of the work your company produces if
there are multiple errors in the proposals, contracts, and other documents produced by
employees of the company.

3. Customers will not want to do business with a company that is not concerned with the errors
in its documentation.
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 Exercise 38: Ensuring Your Writing Is Error
Free

 5 to 10 minutes

In this exercise, you will answer the following questions.

1. Which of the following statement(s) is (are) true about error-free business writing?

A. Reviewing/proofreading immediately after finishing the writing is the best way to
find all the errors because the information is fresh in your mind.

B. Reading a document backward is a waste of time.
C. Having someone else review/proofread or read the document when you are finished

is a good way to discover errors.
D. Reviewing a document means making sure the content is meaningful, consistent,

and accurate.
E. Error-free writing is not as important as closing the sale.
F. Proofreading the document once is enough.
G. Reading a document aloud will help you pinpoint errors.
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Solution

1. A, B, E, and F are false; C, D, and G are true.

❋

10.3. Ensuring Consistency in Your Writing

Consistency is a trait you want to achieve as you are writing business proposals, memos, reports, and
creating presentations. Consistency in writing means that:

1. There is noun-antecedent and noun-verb agreement throughout the document.

2. No contradictory statements are present.

3. The level of writing remains the same in terms of spelling, word usage, and formatting.

4. Fonts, use of bullets, whitespace, margins, and tabs are all the same throughout the document.

Using multiple fonts and styles is distracting and creates the impression of a document that is unclear
and unorganized. Some other things to ensure consistency in your writing are:

1. Do not switch from first to second or third person, or from past to present or future tense in
the writing.

2. Use a consistent style for headings and sub-headings.

3. Do not mix spelling styles, for example, British English and American English. Pick one and
stick with it throughout the document.

4. If your company has a corporate style guide, familiarize yourself with it and follow the
guidelines within it for consistency across all documents written by anyone in the company.

If there is no corporate style guide, there are several existing style guides you can review. Find one that
meets the needs of your business and suggest that the company adopt it for use in all business writing.

Some style guides to consider are:

1. APA (American Psychological Association) http://www.apastyle.org/

2. MLA (Modern Language Association) http://www.mla.org/style

3. The Chicago Manual of Style http://www.chicagomanualofstyle.org/home.html

4. The Economist Style Guide http://www.frzee.com/Educa
tion/The%20Economist%20Style%20Guide.pdf
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5. U.S. Government Printing Office Style Manual http://www.gpoaccess.gov/stylemanu
al/browse.html

6. Little, Brown Handbook http://wps.ablongman.com/long_fowler_lbh_9/

7. Elements of Style http://www.bartleby.com/141/

8. Gregg Reference Manual http://www.mhhe.com/business/buscom/gregg/

9. AP Style Guide http://www.apstylebook.com/
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 Exercise 39: Ensuring Consistency in Your
Writing

 5 to 10 minutes

In this exercise, you will answer the following questions.

1. What is a corporate style guide?

A. A guide to the latest corporate fashion.
B. A guide to the latest corporate design, including logo design, image, and Internet

presence.
C. A guide to corporate writing style that can help ensure consistency across all

documents written by the company.
D. A guide for managers and administrators to follow when determining the direction

the company will take in the future.

2. What are some elements of style that need to remain constant throughout a document?

A. Font, headings, spacing, and margins.
B. Verb tense, spelling styles, and level of formality in the language.
C. Content that is not contradictory, agreement of nouns, antecedents, and verbs.
D. All of the above.
E. None of the above.
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Solution

1. C. A guide to corporate writing style that can help ensure consistency across all documents
written by the company.

2. D. All of the above.

156 | LESSON 10: Proofreading Your Work

EVALUATION COPY: Not to be used in class.



 Exercise 40: Proofreading a Document
 15 to 25 minutes

In this exercise, you will proofread a document.

1. Proofread the document proofreading-exercise.docx saved in ClassFiles/Proofread
ingYourWork. You can do this on paper or in Microsoft Word if you have it to open the
document. If your class is being held in person and you do not have the class files or are not
working on a computer, your instructor will provide a printout or you will do the exercise as
a group. When you are done you should have a document that is free of:

A. Inconsistencies in capitalization.
B. Spelling and grammatical errors.
C. Punctuation errors.
D. Missing words.
E. Incomplete sentences.
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Solution

The solution file proofreading-exercise-solution.docx is located in ClassFiles/Proofread
ingYourWork.

❋

10.4. Using Spell Checkers

Spell checkers are tools, either as stand-alone applications or features within word-processing programs,
email clients, or search engines that will check the spelling of words as you type. Words that are spelled
incorrectly will typically be underlined or highlighted and when you right-click the word, a choice of
spellings will be offered.

Spell checkers are great tools, but it is important to remember that they are just tools and not something
that can be relied on completely to find and correct misspelled words. Some things that spell checkers
will not find include:

1. Words that are spelled correctly, but not used properly based on the content of the sentence.
For example: “There reservation was for five people, but they’re were seven who showed up.”
The spell checker will not find the two correctly spelled words (there and they’re) used
incorrectly in the sentence.

2. Words that are left out of a sentence.

Spell checkers can even cause the writer to create errors. Some of the things a spell checker will do that
can cause errors are:

1. Not recognize proper names, and want to change them to other words.

2. Ignore words in all capital letters.

3. Not understand proper use of apostrophes, for example, its and it’s.

4. Not recognize the proper use of words with plural endings.

You can add words to the electronic dictionary used by your spell checker so it no longer flags them
as being misspelled. Some word processors come with an auto-correct program that will automatically
catch and change common typos. You can also add words to the auto-correct program.

There are many examples of some of the funny mistakes made by using spell checkers available online.
One of the most familiar ones is this poem, “Candidate for a Pullet Prize,” often referred to as “Owed
to a Spelling Checker,” which was written in 1992 by Professor Jerrold H. Zar, retired ecology and
evolution faculty at Northern Illinois University.
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The first two stanzas of the original poem are below:

I have a spelling checker

It came with my PC

It plane lee marks four my review

Miss steaks aye can knot sea.

Eye ran this poem threw it,

Your sure reel glad two no.

Its vary polished inn it’s weigh.

My checker tolled me sew.

Spelling-Checker Poem, Accessed at http://www.bios.niu.edu/zar/poem.shtml on January 31,
2012.

Use your spell checker initially in the review process, but do not rely solely on it to find and correct all
typos and spelling errors. Running it again once the review process is finished will sometimes help find
additional errors made during the review process.
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 Exercise 41: Using Spell Checkers
 5 to 10 minutes

In this exercise, you will answer the following questions:

1. Spell checkers are infallible tools meant to find and correct all typos and misspelled words.

A. True
B. False

2. When should you use a spell checker when writing a business document?

A. Never use a spell checker, they are not accurate.
B. Use a spell checker at the beginning of the review process.
C. When you are all finished reviewing and proofreading, use the spell checker to run

a final check on the document.
D. Use it whenever you want, but do not rely on it to find every kind of word error.
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Solution

1. A. True

2. B, C, and D are all correct.

❋

10.5. Using Grammar Checkers

Like spell checkers, grammar checkers are tools available within a word-processing program or as
stand-alone applications. Grammar checkers check for grammatical errors, but, like spell checkers,
grammar checkers are not always accurate.

Grammar checkers are programmed to find common errors like passive voice and sentence fragments.
They do not take into account style or context; therefore, the suggested changes they make do not
always work with the style or context in your document.

When a grammar checker finds what it perceives to be an error, do not just blindly accept what it says,
but instead review the content and see if the suggested change is compatible with the context. You can
choose to ignore the suggestion once and the green, wavy line will disappear.

Some problems that grammar checkers will find that you will want to accept include:

1. Extra spaces between words or words and punctuation.

2. Misuse of certain words like “they’re” instead of “there.”

Errors that grammar checkers may miss include:

1. Misuse of certain words like “there” instead of “their.”

2. Subtle meaning differences based on placement of commas. For example, “Let’s eat, Grandpa.”
Or “Let’s eat Grandpa.” Grammar checker would not highlight either sentence; however, the
second one is clearly not correct.

Grammar checkers will not automatically make changes, and that is a good thing. Grammar checkers
cannot read the writer’s mind and only the writer knows what the intent of the writing is.

Use the grammar checker, like the spell checker, in the early stages of the review process. Carefully
consider all the suggestions made and only make the changes that should be made based on the style,
content, and context of the writing.
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 Exercise 42: Using Grammar Checkers
 5 to 10 minutes

In this exercise, you will answer the following questions.

1. Grammar checkers are always wrong and should never be used to correct the grammatical
errors in a written document.

A. True
B. False

2. Following are some common “errors” found by a grammar checker. Which one(s) should be
accepted and which one(s) should be ignored?

A. Highlighted text: “content ,” Suggestion by grammar checker: “content.”(what the
grammar checker is pointing out here is the space between the word “content” and
the comma.)

B. Highlighted text: “Unless the people.” Suggestion by grammar checker: “sentence
fragment, consider revising.”

C. Highlighted text: “The ball was thrown into the window.” Suggestion by grammar
checker: “passive voice, consider revising.”

D. Highlighted text: “Howdy, ma’am.” Suggestion by grammar checker: “sentence
fragment, consider revising.”
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Solution

1. B. False

2. A and B should be changed; C and D should not be changed. Note: Re: Example A: Grammar
checkers will find instances of extra spaces between words and words and punctuation. This
is a good thing, but be sure to look and see if the extra space should be taken out or if the
suggestion should be ignored.

Conclusion

In this lesson, you have learned:

How to ensure your writing is error free.
How to ensure consistency in your writing.
How to use spell checkers.
How to use grammar checkers.
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