
Mechanics

Which of the paper openings below seems clearer and easier to read?

Finding Faces

It takes just a little imagination of find faces in the objects around

For instance, clouds are sometimes shaped like faces. If you lie on

the ground on a partly.
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“finding Faces”

It takes just a little imagination to find faces in the objects

around YOU. For instance, clouds are sometimes shaped like

faces. If you lie one the ground on a partly cloudy day, cha-

nces are you will be able to spot many well-known faces.

- -

_I

What are three reasons for your choice?
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Dear Sir: Sincerely Your%

Dear Madam: Truly yours,

3, Numbers

- John Kennedy was killed on November 22, 1963.

- My job interview was, set for 10 : 15. aadaPs”sp--nab~Pa~~iaPs~~~oa~o%~n”E1~7-d7

o’clock a&t

- The time was then changed to eleven o’clock.

_ Janet’s new address is 118 North 35 Street.

- Almost 40 percent of my meals are eaten at fast-food restaurants.

- The cashier rang up a total of $  18.35.

- Read Capter 6 in your math textbook and answer questions 1 to 5 on page 245.
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Use  the three rules  to mahe  the corrections needed in these  wntences

I, \i’hy  do I al\\a$s \vind up with 5 exams  in 3 day\?

2. 2 teenage girl\  \\cre  responsible for the shoplifting.

3. My appointment \\as for eight-thirty in the e\enins.

4. However,  the do~ror didn’t arriw  unril  9 o’clock.

-3. I \\orhcd  overtime last  \\eek and received  a pa!,chech  for t\\o hundred and ri$ty-t\\o  dollars.

6. Steer li\e\  at twenty-three \\‘est  Pine Street.

7. FI-ed  and klartha  x\erc mxried  on hla!, thirty-first,  ~lincieen-fift!-\i\.

8. Out-  ion has  decorated hi, room with  t\\o \\all  posterb,  fi\e record album covers and over

215 baseball cards.

9. Sears’ fifty percent off sale on certain items ends on Ft-Ida!.

10.  Our team was penalked 5 yat-ds  for ha\ing  12 meli  on the field.

While abbreviations are a helpful time-saver in note-taking, you should avoid most

abbreviations in formal writing. Listed below are some  of the few abbreviations that can

acceptably be used in compositions. Note that a period is used  after most abbreviat-ions.

1. Mr., Mrs., Ms., Jr., Sr., Dr., when used with proper names

Mr .  Rollin Ms. Peters Dr. Cloeman

2. Time references

A.M. or a.m. P.M. or p.m.

3. First or middle initial in a signature;

T. Alan Parker Linda M. Evans

B.C. or A.D.
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4. Organirations,  technical words, and trade names known primarily by their initials

ABC CIA UNESCO GM STP LTD

Exercise Cross out the words that should not he abbreviated and correct them in the

spaces provided.

1. My cous.  moved into her own apt.after  she had a fight with her parents.

. . . . . . . . . . . . . . . . . . . . . . . . . _______._....__.............

2. The only station I get on my old tclev.  is NBC.

3. Linda get5  depressed  when all her charge acct. bills arrive before the first of the  mo.

4.

5.

6.

7 .

8.

9.

10.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

After the mov. men broke my recliner, I wrote an angry letter to the pres.  of the CO.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Fran has lost fifteen Ibr. On the diet she started three wks. ago.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ..__................

My favor. actor is George C. Scott, esp. in old movies like Dr. Strangelove.

. . . . . . . . . . . . . . . . . . . . . . . . . ..__...............<

That sec. from the temp. agency can type seventy-eight words a min.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . ,........,..................

My younger bro. is a drum major with his h.s.  marching band.

. . . . . . . . . . . . . . . . . . . . . . _.....,....,................

Our new’  Honda gets twenty-eight miles a gal. on city sts.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

At I I:15  A.M., Dr.Books  came out of the hosp. operating rm. and told me that my wife

was fine.

. . . . . . . . . . . . . . . . . . . . . . . . . . ,..,........................
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Punctuations
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.

2. The Question Mark

When will you be leaveing for Japan?

Are you sure that Sam is coming today?

3. The Exclamation Mark
Y

Hey ! What are you doing to my car!

If we don’t \top  the nuclear arms race, we will all die!

4. The Comma

dinating conjunction (and, or, nor, but, for, \o, yet) bGltl??tFl?ElS?XJlU  comma 51Z;Kl9

of@%h~~uaauo

I wanted to tell him the truth, but I did not want to hurt him.

College is a time for learning, yet it is a time for enjoyment.

As a child, I lived in Lake Worth, Palm Beach, and Alaska.

The professor was intelligent, articulate, and well prepared.

0  991% comma Q1”Pae9Gl61~%4iEl  clause ~~Iw~~~aOPaQil~u~~~~~~~~~~~~l~~~~~~l

~ElP6~l~t~Pa~~~YlU?lO~  Main clause t&4

Nevertheless, the government still thinks this should be done.

In the morning, the world seems a place full of hope and beauty.

If you study the material, you should not have any trouble taking the exam.
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The new governx,  fortunately, started mnhing change\  immediatcl!.

The monthly report. written by our new %\lcman.  \hould  ha\c  ;tlrcxl~  rcachcd bou

I will, of course, help you au much a$  I can.

Bill’s sister, who lived in Chicago, arrived  on the midnight t’lifht

c
0 94lG  c o m m a  &A~ldl9  7 4aaRFl4-dlaYJN  adds-e\\e\,  gcopraphical  name\.  darc5, a n d

groups of three-digit \+hole  numcraI\  C&A

They live at 8507 Fernald  A\~enuc.  MOIIO~  Ciro~c, Illinois  60053, 1J.S.A. Monday ,

January 17, 1988, \\a\  my \i\tcr’\  birthdab. Cnli Colombia, is one of  ml I’a\oritc,

cities.

1, 739

5, 234, 987, 620

5. The semicolon I;1

u 0 d

l ‘491%  semicolon flPlFllL~~BJ~~~L6lYl  Conjunctive adverbs L”bp6  however, otherwise,

moreover, therefore, eonscqucntly

1 cut and raked the grass;  morcovcr, I weeded the  lawn.

Sally finished typing the paper; however, <he  forgot to bring it IO class.
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n3&Ti  ~fli~d011 ~e~~“Pa%iunl%~a~u~u~-~~~~~~~~~~~~  ak.4

He packed his shirts, sweaters, and pants in one bag; his toiletries and books in

another; and his stereo. television. and radio in separate boxes.

~ Thii  fall I \von’t  ha\c  to work on Labor Day, September 7; Veterans Day,

November I I ; or Thanksgiving Day, November 26.

6. The Colon I : I

.  lnlroduce l i s t

We need  to order the  following equipment: t\\o  color video records, <even-

teen caxs of VHS tape, ancl  two color monitors

. Introduce a formal quotation

Professor Jones closed  the  convention when he stated:“Now  we need  IO

return our classrooms and put our new’-  found theories into practice.”

. Introduce an explanation

There are two ways to do this job: the easy way and the right way.
v

Classes start promptly at 8:35 a.m.
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8 .

The problems of the freshman student - which should be our real concern

are due to many factors.

All the politicians speak of peace - while they approve funds for missiles.

I suggest - no, 1 insist - that you stay for dinner.,

Parenthesis

The chapter on drugs  in our textbook (page 142 - I78) contains some frightening

\tati\tic\.

The co!-loot  uw  of punctuation (as well as grammar and mechamics) demonstrates

9 . The Hyphen I-1
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We had two weeks’ holiday last month.

It is a day’ s trip.

It is a pound’ s weight.

We are worrying about tomorrow’ s test.

It is a dollar’ s worth.

I never have a moment’ s rest.

We usually come to St. Andrew’ s (Church) on Sundays.

I took my daughter to the dentist’ s (office) yesterday.

My brother has his hair cut at the barber’ s (shop).

Exercise 1

Each of the sentences below needs one of the following punctuation marks

; - ( ) :

See if you can insert the correct mark in each case.

1. The following singers were nominated by the Grammy Awards Committee for Best Male

Artist Kenny Rogers, Billy Joel, Stevie Wonder, Phil1 Collins, and Lionel Ritchie.

2. A life sire statue of her cat adorns the living room of Diana’s penthouse.

3. Sigmund Freud, the pioneer psychoanalyst 1856- 1939, was a habitual cocaine user.

4. As children, we would put pennies on the railroad track we wanted to see what they

would look like after being run over by a train.

5. The stuntwoman was battered, broken, barely breathing but alive.

Exercise 2

At the appropriate spot, place the punctuation mark shown in the margin.

Example; The singles dance was a success; I met several people I wanted to see again.

1. Before you go anywhere, finish your chores the laundry, the dishes, and the

vacuuming.

- 2. The Easter Bunny, Santa Claus, and the Tooth Fairy these were the idols of

my youth.
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3. Tom’s self important manner makes him boring to be with.

( ) 4. The two most important steps in writing an effective paper are I to make a point

of some kind and 2 to provide specific evidence to support that point.

5. Albert Einstein once said “It is in fact nothing short of a miracle that the modern

methods of instruction have not yet entirely strangled the holy curiosity of inquiry;

for this delicate little plant, aside from stimulation, stands mainly in need of

freedom without this it goes to wrack and ruin without fail.”

6. Clyde bought a remote control unit for his television set as a result, he can switch

off the sound during commercials.

- 7. I asked the waiter to return the steak which seemed to consist of more fat than

meat to the kitchen.

8. Fred always brings a pair of wide angle binoculars to the football games.

(  ) 9. The television set is relatively new having been bought only a year ago but has

been to the repair shop three times.

10. Angelo had a lot of studying to do : for sociology, he had to read two articles for

his math course, he had to interpret an entire page of graphs and for English,

he had to catch up on his journal.

Exercise for the Apostrophe

Exercise I In each sentence cross out the two words that need apostrophes. Then write the

lords  correctly in the spaces provided.

1.  Yourc  right and Im wrong, though I hate to admit it.

.......... 2. The divers stomach began  to cramp a\ he struggled to the water, iurfacc.

..........

.......... 3. A baby birds throat mu~lcs  \sont  work when it<  full.

.......... 4. In the rabbits I’renLy  to escape  the trap5  hold, it chewed off its hind Icy.

..........

.......... 5. If you!-e  rich aud  caught  speeding  in Finland, youll  pay  a \tift’cr  fine than

.......... someone who is poorcl-.
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..........

..........

..........

..........

..........

.......

..........

..........

..........

..........

Exercise 2 l&write  the follo\\ing  \entcnc‘c~,  changing  the underlined words into either (I)’

a contraction or (2) a possessive.

1. I do not think the diet of Maria has helped her lose weight.

,,.___.,.___.,,.___,.._..,.__.,,,___.,,,__....__...,._..,,,._,..._.,,,.....,..........................

_..,......,...........,.. . . . . . . . . . . . . . .._..,...__...,.,..................................

2. I have been warned by friends about the false charms of Michael.

._.,,,_...,,....,..___.,,.__..,____...__....__.....__.,._..,,.____.,..................................

_..,,_..,...__.,........._.....__.....,___........._._,,,,._._.,_..,.._...,...._..,,.....,.......__...

3. The house of the Morphys  use5  the rays of the sun as a heating source.

_,,.___.,,,_......._..,__............................._....,.__..._...................................

,...__.,,_............__.............................,_._.._......,__.................................

4. The bill of the plumber was very high, but his work was not very good.

.....................................................................................................

......................................................................................................

5. The menu of the restaurant is not very expensive.

..... . ................................................................................................

......................................................................................................
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