VERBALS - THE INFINITIVE

Infinitives are verbals that are commonly formed from a. basic
verb and the word "to". Infinitives are used in many ways in

sentence construction, but the principal ways are these:

1. As a noun (To see is a blesgsing),

2, As an adjective (I have work to do), or

3. As an adverb (Tom was happy to have been chosen).

In the exercises that follow, we want you to identify all of the

infinitiveé by underlining each one that you find.

1, The repair part that I want(ggiggb is too used gé;ﬁgzany good.
2. To'str;ve, to seek, to find, and not to yield\is asking a bit
_ ; peiirienica : _:;

b Sw P

too‘much.
3, It is too difficult to find two infinitives in this sentence.

- He came .enly, and he\lbokedwﬁd in 'di-smay.

L5, To keepup.uwlsh a six year old is too much for me,

Did you find fhem all? Few of us have trouble identifyiﬁg‘;he

- Infinitives, but not ail’of u§ know hoﬁ to use them correctly, Our
grade school teachers spent too much time télling ﬁs not to (without
telling us why not) split them, and too little time was spent in
telling us how effective they are for stating involved concepts

in a few words,

The infinitives in the exercise sentences you just cdmplefed

are identified on the following page. -
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1. The repair part that I want to use is too used to be any good.

2, To strive, to seek, to find, and not to yield 1s asking a bit
too much. |

3. It is too difficult to find two infinitiveé in this sentence.

4. There are no infinitives in sentence four.

~, .
5. To keep up with a six year old is too much fo; me.

We have said that infinitives and other verbéls can be used as
a form of verbal shorthand within our sentenées'in order to'éontrol
the emphasis. In the following exercises, you will have a chance
to do this, to use the infinitive to express én_involved:concept
in QSfew words és poaéible in order to coﬁtrol émphasis. In each
qf the exerciges, the concept is underlined, You are to substitute

an acceptable infinitive in its place.

The.object of war 1s the neutralization of the enemy as a

‘potential threat by takigg whatever action is‘appropyiate.

The object of war is . ,.W;é:*;f' ﬁa"‘ "W""""?’ |

I have a lot of work remaining that must be dbhé_bv”noﬁe'other

~ than myself.

i

I have a lot of work q_léé;Figgf“ e ' 7 .

A child's usual response to punishment is one qg'angpishedﬁ~‘

wailing accompanied by profuse lachrygggion.

A child's usual response to punishment is '/éjf v

vV

100



Our choices for thelpreceding infinitives would have been as

follows:

The object of war is8 _to conquer or to defeat the enemy

I have a lot of work to do

‘A child's usual response to punishment is to ecry

Your responses do not have to be the same as ours. We only want
you to be aware of the effectiveness of infinitives to state complex
concepts in as few words as possible,

t

VERBALS ~ THE PARTICIPLE

The next verbal that we will consider is the participle, ‘The
participle is not quite so easy to explain as the iﬁfinitive; so

stgy_with us. Let's begin with a short definition”

A PARTICIPLE IS THE ONLY VERBAL ‘WHOSE USE IS LIMITED TO THAT

OF BEING A MODIFIER.

You previously saw that the infinitive, another verbal, can be
used as a modifier (as an adverb or an adjective), but the infinitive
has other uses as well. Not éo_in the case of the participle; its
use 1s restricted to being just a modifier and nathing'elée. Like
the infinitive when the infinitive acts as a modifier, the participle

can be an adjective (as in compressed air), or it can be an adverb
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(as in exit laughing). The forms that you see here, the "-ed" and
the "-ing" endings, are the usual forms of the participle when it

is functioning as a verbal.

In the exercises that follow, underline all of the participlé

forms of the verbal that you find.

1. Paul Revere rode through town yelling that the British were
o . ‘
on their way.
2, He walked down the congested hall careening from person to
. — pf————
person,

3. The clogggd drain was stuffed with hardened grease.

/at the sight of the stuffed beaf.

5. It is desired that you respond quigkly;

The participles that function as verbals in the preceding exer-

cises are as follows:

1., In the'first‘sentence,'"yelling" is the partiéiple. It acts
as an adverb and it modifies "rbdé".

2. In the second sentence, "congestéd".is_q participle that acts
.as aﬁ adjective and modiffes "hall", "Caréening" is a participle
that acts as an adverb and modifies "walked", o

3. "Clbggedﬁ and "hardened" aré the participles in the third
sentence, If you underlined "stuffed", look again, It is iﬁ_-
the form of the participle, but ‘it is the'action verb in a
passive voice construction, |

4, "Screaming".énd "stuffed" are the partiétples in seﬁtence fbur;

5. There are no verbal forms of the_participlé in sentence five.
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All of the verbals in the preceding exerclse sentences are used
-in the same way that we saw the infinitive being used, as a form

of writing shorthand to control the emphasis within the sentence.

' The verbals have been omitted from the following sentences, and
they have been replaced by the concept that they represent. Rewrite
each sentence in the space provided by stating the concepts as pre-

cisely as possible through the use of participles.

The drain that could no longer accommodate the free passage of

liquids through it, due to being severely restricted in diameté\
was stuffed with animal and vegetable fat that had been conver-
ted to a semi-solid state through the action of low temperature \\\

or smulsification,

Did you recognize the sentence? That was sentence three from the
previpus exercise, "The clogged drain was stuffed with hardened

grease,"

‘The dog that had been the victim of a collision with a movihg
automobile rén with an awkward gait that involved fhe use of
only three legs déWn the thoroughfare tﬁat was filled with
vehjicular and pedestrian traffic.
Fe oo oy oo Bhhe - Lyseol
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Here 1s a concise version of the same sentence made possible

by the use of participles.

The injured dog ran limping down the crowded street,

Db you begin to see how the use of verbals can assist you in
controlling the emphasis within your sentences? We have no doubt
that you would go on using verbals whethér we talked about them
or not, but would you consciously use:phem for emphasis control

if we did not talk about them?
VERBALS - THE GERUND

The last verbal that we shall examine is the.gerund. Let's begin

with 'a short definition of a gerund.

A GERUND IS THE ONLY VERBAL WHOSE USE IS LIMITED TO THAT OF

BEING A NOUN.

We have seen that the infinitive can function as a ndun (To see:
is a blessing.), but‘it has other uses as well, We have_alép‘seen
that the participle can funttibﬁ'oﬁiy‘as é“ﬁodierfiJ W1fh those two
verbals out of the way, you should héﬁe'ﬁa'trBuEfe’reédgniéfng énd7

using gerunds.

You cannot confuse a gerund with an infinitive because their

FORMS are entirely different:

. To see 13 a blessing. _ Seeing is a blessing.
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And you cannot confuse a gerund with a participle (even thodgh_
their forms are sometimes the same) because their FUNCTIONS are

entirely different:

Swimming'is fun. He left swimming upstream.

The gerund is the noun {(as in "Swimming is fun."), and the

participle is the adverb (as in "He left swimming upstream.").

In the following exercises, underline all of the gerunds.
Remember, the gerund acts ONLY as a noun, and the participle acts

ONLY as a modifier.

1. Walking is an exercise that is often neglected.

"2, Walking slowly, the man fell into an excavatiom.

3. She taught dﬁ?éiéé as a means of sggpisﬁ%ﬁgipg her income.
4. Seeing is hg%.nx, .

*S. Winnipg.is a habit.
The gerunds in the preceding sentences are ag follows:

1. 1In the first sentence, "walking" is the gerund.
2, There are no gerunds in the second sentence. If you under-

lined "walking", take another look, It is a participle that
. ™

modifies "man".

3. "Dancing" and "supplemenfing" are the gerunds iﬁ.sentenge
three.

4. "Seeing" and "believing" are the gerunds in sentence four.

5. "Winning" is the gerund in sentence five.
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Once again we say that all of the verbals in the previous exef-
cise sum up an involved concept in a minimum of words, and once
again we ask you to convert the folléwing sentences to a form‘in
which gerunds are used to control the emphasis within tHe sentence,

Write your version of the sentence in the space provided.

The act of visual confirmation of an event is equivalent to

a mental confirmation of the event having occurred.

ﬁ&l}y 2 Mv:ﬁ!

Well, we did it to you again. That is the fourth sentence from
the preceding exercise as it might be expressed without gerunds,
With gerunds substituting for thé complex grammar, it is "Seeing'

is believing."

The process of effectively transcribing thoughts into visuél

symbols in order to communicate ideas is fun.

4

/Z&A?Z/@ o S
A -

‘That one, simply stated with a gerund, is "Effective;writing
is fun." Haﬁe you been noticing how stuffy these sentences sound
without verbals? The last one is particularly stuffy, but it ig
much mqre'thén that; it 1s an example of a type of writing error

made by many USAPHC/S writers, What is the error that was
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made in the last exercise sentence? Check the response of your

choice.

() 1. The writer feiled to use a gerund to sum up the compléx
concept about the transcriptien of fhoughts into visual
symbols.

Gﬂ?’ii The writer presented a detailled expression ef a complex
eoncept,‘thet of effective writing, and followed it with
a single-word summation of an equally ;nvolved concept,

fun.

The last response is correet, While there is no rule that requiree
you to use verbals, there is an unwritten law of effective wtiting
that requires you to BE CONSfSTENT. It is structurally inconsistent
to place a detailed discussion of a coneept-in grammatical appoeitioﬁ

to a single-word summation on another concept.

Before leaving the eubjeet of verbals, we have a word for you to
¢lassify as an infinitive, a participlé, or ‘a gérund. . The word is
"SMOTHERED." In the:sﬁates below, check the response that correetly

identifies the word, "SMOTHERED."

() 1. It is an infinitive.
() 2. It is a gerund.

' OAY/B., It 18 a participle.

The correct response 1s number three; it is a partieiple. Since

it 1s a verbal aﬂd-epecificelly‘a perticiple, you could expect the.
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word to be a single-word summation of an involved concept, and
you would be right. _"Smofhered" brings to mind other participles
such as "stifled", "suffocated", "suppressed", and "buried".

With that in mind, how, thén, would yoﬁ describe the term, "a

smothered verb"? Check one of the fesponses beioﬁ.

( ) 1, "A smothered verb" describes a part of speech; As is
the case with other pafts of speech; "a smotheréd verb"
can be idéntified‘by its form and function within the
sentence, |

(Lﬂ/;. "A smothéred verb" describes a concept. The concept
concerns the characteristics of certain words under

certain conditions of use within the sentence.

The correct response is number two. The term "a smothered verb"
describes the characteristics of certain words within the sentence,
and the use of these words must occur UNDER CERTAIN-CQNDITIONS-if
the term is to be valid. "A smothered verb" iﬁ one“sgptgnc; is not
_.necessariiy ﬂa smothered verb" in_another;5egten9e.w?ﬂqu about this
1atef. | " |

SR

RN Be b T

Since the term "a smothered verb"lQQQQE;hég‘a‘concépt instead
of a word or class of words, you could not be expected to point
at a word and say ""Ahal THAT is a amothered.ve:bﬁ",_You can, hqwever;
be-eipected to pﬁint at a sentence and say that SENTENCE hés, you'll
pardon the expréssion, smothered'verbedness.- |

Then how can you be expected to identify "smdfhered verbéﬁhess"?
You can do it by knowiﬁg the following things about smbthered vérbs:
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1. SMOTHERED VERBS are not identifiable parts of speech, but
you should suspect the concept of smothered verbs to be at
work when your sentences contaln words that APPEAR to be
verbs altered.by the addition of a suffix such as "-tion",

as in "inspection'", or "-ment', as in 'statement".

2. SMOTHERED VERBS, in spite of what the name implies, are not
aﬁd never were verbs. It naturally follows that they cannot
function as verbs., If you develop a sentence that.contaiﬁs
a word that appears to be a %erb altered by phe addition of
a suffi#, and the sentence requires_an actual verb to suppbrt

this "altered verb", then suspect a smothered verb construc-

tion. Such a sentence is "He conducted an inspection of the

barracks".

3. SMOTHERED VERBS almost invariably inérease.fhejnumbér'of
words in a sentence. If there is-a‘more.diréct:way of saying
what.you want to say, suspect a smqtherEdZQEfE_construttion.
For example:

"He conductedfén inspection-éf-the barracks;“

I3

"He inspected the barrgcks,™

Let's try an experiment in which we will review all that we

_have covered to this point concerning smothered verbs,
Here 1s a word. Identify it by checking one of the responses

‘that follow.

EXAMINE
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0\{) 1, "Examine' is a verb.
( ) 2. "Examine" is a noun,

( ) 3. "Examine" is an adverb,

Correct; it is a verb. Now here is a word
and uéed in a .sentence:

Examining students is a difficult task,

( ) 1. "Examining", as it is used in the
(L) 2. "Examining", as it is used in the
(") 3. "Examining", as it is used in the

verb.,

As the word is used in the sentence, it is

derived from that verﬁ

sentence, is a verb.
sentence, is a verbal.

gentence, 1s a smothered

recognizable as a

verbal (a gerund) by its form and function. Now here is another

word that 1s very much like the basic word "EXAMINE". Identify it

by checking one of the responses below.
EXAMINATION

( ) 1. "Examination" is a verbal.
( ) 2. "Examination" is a verb.

'(\/?/3. "Examination'" 1s a noun.

-

Correct againj it is a noun. Now, identify the word "examination"

further by checking oneé of the responses below.

( 1) 1. It is a smothered verb.

C1/5.2. It is not a smothefed verb,
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Even though it APPEARS to have been derived from the verb

"-tion" suffix, you cannot

"examine" and even though it has the
identify an 1solated word such as "examination" as being a
smothered verb. This is because A SMOTHERED VERB IS NOT A

WORD; IT IS A CONCEPT CONCERNING WORD USE.

Let's go on with our experiment., Here is ﬁhe word "examination"
used in a sentence, After reading the sentence, check one of the

responses.  that follow.

I am preparing an examination for my students.

( ) 1. The sentence is an example of smothered verb comstruction.
0/(1\2. The sentence is NOT an example of smothered verb

construction.

The correct response ié numbér two; it 1s not smothered verb
construction, Is there a more direcfﬁway of saying what is
 iﬁtended? Would you say "I am preparing a TEST for my students"?
That isn't more direct. It Just substitﬁtes the word "test" for
"exémihatidh";lgnd'"e%ﬁﬁihatioﬁ"'is'a'pérf&ctly acceptablé noun.

Here 1s the ‘word "examination" used in another gentence:
I will conduct an examina:ion_df.thg_qiréraft records.

Well, is THAT smothaered verb construction?

b?i) 1, Yes.

No.
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Yes, it sure is. Here is the sentence again:

I wili conduct an examiﬁatién §f the aircraft records.
The sentence could be madg much more @irect. Like thisg:
I wi;l examine the aireraft records.

Here is another sentencé with the word "examination". Before
checking one of the responses that follow, compare this sentence

with the sentence above before it was rewritten.

I will conduct an examination of my students.
j

( ) 1. The sentence is an example of smothered verb construction.
(\_)’h. The sentence is NOT an example of smothered verb

construction,

Well, it sure LOOKS like smothered verb constrpétion, but 1s 1t?

Do you remember that we said "the term 'a smothered vefb' describés
the characteristics of certain words within the sentence, and the use
of thesé_words-mupt occur, UNDER CERTAIN CONDITIONS if.the term iphpbz
be valid"? This {is pg? of those times when the "certain conditions”
are all-important. Suppose ygu_gereigﬁ 1natructqr'at an all-girls
college, and you wanted tdiihfggh.ihéfﬁéfgﬁféwa yqurfaégdéﬁfgxbf_
the following:_ - 'iﬁT‘;?

I will conduct an’ examination of my students on March 17th,

And suppose you were so smothered verb conscious that you wrote

‘1t this way instead:
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"] will examine my students on March 17th."

But what do you bet that some of the parents who are not
knowledgeable in effective writing withdraw their fair daughters
from your class and withdraw their endowments from the college,

"Whattya mean you're going to EXAMINE my daughter?"

So, there we have smothered verbs, Remember these facts:

1. A smothered_cerb is not a word} it is a concept concerﬁing
‘word use.

_2. Smothered verblconstruction is to be suspected when a sen- -
tence contcins a word or wdrdé that appear to have been
derived frcm verbs and altered by the_addition of certain
suffixes.

" 3. Smothefec verbs almost invariabl§ increase the number of
words in a-sentence._.If the sentencc‘can be'ﬁritten in a

ﬁmore direct way, it is probably smothered verb construction.
4, ' Whether or not a sentence is smotﬁered verb construction
depends, towa great extent, on}the:ccntext of the idea you

are attempting to communicate.-'

Go on to a study of another part of speech, the pronoun.
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THE PARTS OF SPEECH - THE PRONOUN

—————— e

With the possible exceptioﬁ of the verb, there 1s probably no
other part of speech more troublesome than the pronoun. As you
know, we use a pronoun in thé place of éome noun {the pronoun's
ANTECEDENT) to avold our having_to repeat the noun over and over
again, When the writer const;ucta'a sentence in which the ante-
cedent is missing or is only implied, the reader has a tough'fime
detgrmining‘what thé pronoun refers to. Here is an examplg of

this type of construction: ' B
When at home, he told us many stories of the old West.

In that example, the antecedent ig miasiﬁg,‘and&tﬁe_rggﬂer

doesn't know WHO was at home, the stqry_;eller,9r ;hg'1istgners.

In the exercises that follow,'ﬁe give‘yoﬁwaltﬂle of'ﬁronoun use
and a short exercise in the application of the rule. Here is the

first rule:

1. THE ANTECEDENT OF A PRONOUN SHOULD BE CLEAR, IT SHOULD NOT

~_BE MISSING NOR SHOULD IT BE IMPLIED.

In the following &kercise sentéhééé,fchégk“tﬁé-dﬁé”inﬁbhich the

’ O T S S R I | l{%i'l .?%.;";'fi Ve
antecedent is missing. '

( ) 1. He bought grocéries ﬂnd_SRSQFMNQEtQiné}mbﬂ\ﬂéﬁF';

() 2. Of the money spent on groceries, most ‘was spent on meat.

It is in the first sentence that the pronoun antecedent is missing.
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There is no pronoun in sentence number two.

Here 1s the second rule of pronoun use:;

2. WHEN THE PRONOUN REFERENCE IS UNCLEAR, IT IS BEST TO SUBSTITUTE

A NOUN FOR THE INEXACT PRONOUN INSTEAD OF CHANGING THE ANTECEDENT.

Here 1s a basic sentence with an unclear pronoun reference., After
you have examined the sentence, check the sentence below that is

more effective in meeting the requirement of the preceding rule.

When the transmission made a loud noise, we stopped it to see

what was wrong.,

( ) 1., When the transmission in the car made a loud noise, we
stopped it to see what was wrong.
( ) 2. when the transmission made a loud noise, we'stopped the

car to see what was wrong.

In the first senténte, the antecedent is changed in violation of
‘the rule, and the'proﬁoun réference is no clearer than it was. The
second sentence has a noun substituted for the pronoun, and the

sentence is much better.

Hefe is the third rule of pronoun use:

. 3. THE ANTECEDENT OF A PRONOUN SHOULD NOT BE A NOUN USED AS

AN ADJECTIVE NOR SHOULD IT BE A POSSESSIVE NOUN.
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Here is a sentence is which the antecedent of the pronoun is
used as an adjective. Rewrite the sentence in the space provided

to conform to the precedihg rule,

" Before the mine defeetor'eould register a metal contact, it -~

exploded.

Your sentence should,ldok appro;@metelyflige'this:one; |

Before the detector could register a ﬁetai'contact;fthéihfﬁgk”“”'

exploded.

And here is a sentence in which the antecédent 1s a possessive
noun. Rewrite the serntence in the space provided ‘to conform to

the preceding'rule.

When the owner attem ted to put, the horse s saddle on, it
it >

N FEER A : RN

jumped the fe_,nce-_;

e o s PP N N o P e
Gorow b oapbeor s Rty Bty L) i

i
ar BB

, o 'H.:u;ame@-z}@&zf&.I’t‘—i?ﬁ'}irﬂ‘x ‘?JJ}' TR

- . smanorq b el b 1 toedg af o
Here is our version of the sentence: A ;‘{ et ’d? @4

Whén the ‘owner attemptedtosaddlethe orge ’{)iéﬁW§E#%%M'
fence R R A Wi %uw!ﬁw;uu &ﬂﬁ&ﬂm@-
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You should not have rewritten the sentence this way:

When the owner attempted to put the saddle on, the horse jumped

the fence.

That version of the sentence remains unclear. It sounds as though
the owner tried to put the saddle on himself, and the horse jumped

the fence out of anger or jealousy.

Here is rule number four:

4, WHEN A PRONOUN APPEARS TO REFER TO TWO ANTECEDENTS, REPHRASE

THE SENTENGE OR SUBSTITUTE A NOUN FOR THE PRONCUN,

Here 1is a sentence in which the pronoun appears to refer to two
antecedents. After reading the sentence, check one or more of the
sentences below that are effective in meeting the requirement of.

the preceding rule,

When WO White attended a seminar conducted by Col Maloy, he

didn't know that he ﬁould be dead 1in two weeksf

( ) 1. When WO White attended a seminar condueted by Col Maloy,
he didn't know that Col Maloy would be dead in two weeks.
( ) 2, WO White didn't know that Col Maloy would be dead in two

weeks when he attended Col Maloy's seminar,

You should have checked both of the sentences as meeting'thga

requirement of the rule. The first sentence substitutes a noun
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for the pronoun, and the second sentence has been fépﬁféséd to
clear up .the pronoun reference.
Here 1s rule number five:

5. TWO ANTECEDENTS JOINED BY "OR" OR "NOR" SHOULD BE REFERRED

TO BY A SINGULAR PRONOUN.

Here is a basic sentence. It is incorrect. Rewrite the sentence

in the space provided to conform to the preceding rule.

Neither James nor Frank has their pants cofréctly preséed.

L e ek e

Here 1s the way in whichﬁyqu.shOQ1q£h§y§iregriit§g,;pe'seppqngg:

Neither James nor Frank has his pants correctly'ﬁréésed}

Here {s the sixth rule of pronoun use:

6. TWO ANTECEDENTS JOINED BY "AND" SHOULD BE REFERRED TO BY

- 1
PR

A PLURAL ‘BRoNouN.
R AL LR TR Lifd E .“r» SR ERTTET T TSV TR
Check the aentencq beLow ﬁhgﬁ cg&ﬁoqm§ﬂﬁ Ehﬁ”ﬁﬁgg;féngt_gf

the precedingstqu.

¢ ) 1., A Volkswagen and a Cédillac'are-¢iﬁ§ggquaﬁ;omBQne

ong L doads nogd ﬁ{uwﬁa ol
another in its own subtle ways. '

(") 2. Boys and girls have their ‘Subtle diff%reﬂé@s“fgo.éfufv
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The second sentence is the one 1in which the pronoun agrees

with its compound antecedent in number. You should have checked

number two,
Here is your last rule of pronoun use:

7. A COLLECTIVE NOUN USED AS AN ANTECEDENT TAKES A SINGULAR
PRONOUN IF THE COLLECTIVE IS THOQUGHT OF AS A UNIT, AND IT
TAKES A PLURAL PRONOUN IF THE COLLECTIVE NOUN IS INTERPRETED

AS REFERRING TO INDIVIDUAL MEMBERS.

That's a long rule, but 1t isn't complicated. We have already
seen something similar in subject and verb agreement in number.
At times, you can say "The public has", and at other times'yog
can say "The public have". The same type of agreement in numbefl
is at work here. Check one or more of the foliowing senfences |
in which there is agreemenf in number between the ﬁfonoun and

its'collective antecedent.

( ) 1. The audience was generous in its applause.

( ) 2. The audience shifted restlessly in their seats.

Thére is agreement in number between  the prohoﬁn.and.its-
antecedent in both of the sentences above. |

. This conciudgs our.co#efage_of pronouns and their antecedenté.f
Before goiﬁg on to a study of modifiers, review the.prbnoun rules

on the following page.
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REVIEW OF PRONOUN RULES
THE ANTECEDENT OF A PRONOUN SHOULD BE CLEAR. IT SHOULD NOT BE
MISSING NOR SHOULD IT BE IMPLIED,

WHEN THE PRONOUN. REFERENCE IS UNCLEAR, IT IS BEST TO SUBSTITUTE

A NOUN FOR THE INEXACT PRONOUN INSTEAD OF CHANGING THE ANTECEDENT.

-THE ANTECEDENT OF A PRONOUN SHOULD NOT BE A NOUN USED AS AN

ADJECTIVE NOR SHOULD IT BE A POSSESSIVE NOUN.

WHEN A PRONOUN APPEARS TO REFER TO TWO ANTECEDENTS, REPHRASE

THE SENTENCE OR SUBSTITUTE A NOUN FOR THE PRONOUN,

TWO ANTECEDENTS JOINED BY MOR OR "NOR" SHOULD BE REFERRED

TO BY A SINGULAR PRONOUN,

TWO ANTECEDENTS JOINED BY "AND'" SHOULD BE REEERRED_TO BY A

PLURAL PRONOUN.,

A COLLECTIVE NQUN USED AS AN ANTECEDENT TAKES A SINGULAR
PRONOUN IF-THE .COLLECTIVE IS THOUGHT OF AS A UNIT, AND IT
TAKES A PLURAL PRONOUN IF THE COLLECTIVE NOUN IS INTERPRETED

AS REFERRING'TO INDIVIDUAL. MEMBERS. . . -

Go on to a study of modifiers.
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THE PARTS OF SPEECH - MODIFIERS

Modifiers can be single words such as adjectives and adverbs, or
they can be.entire phrases and clauses. Modifiers have a simple
pur§05e: td qualify, to alter, to moderate, or to amplify the
meaning of the word or words that they modify. An understanding
of the PLACEMENT of modifiers, however, is not as simple as an |
understandiné of the purpose of modifiers. This PLACEMENT of

modifiere is the area of modifier use that we cover in this text.
Here is an example of a MISPLACED modifier:’
Sue was wearing a scarf around her head that was red.

How would you alter that sentence to correct the placement of

the misplaced modifier? Check one of the responses below.

( ) 1. I would move the modifier "red" closer.to the word
that it modifies.
( ) 2. I would réphrasg the sentence in such a way that there

would be no doubt as to what "red'" modifies.

Either of the responses ia correct. You can move the modifier
to a position that is closer to the word that it modifies, or, if

this is impractical, you can rephrase the entiré sentence.

The following sentence Has a misplaced modifier. Correct the
{placemeht of this modifier by doing either of the two things

~mentioned above.
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Capt Stow lived with a friend whom he trusted in a small house.

Rewrite the sentence in this space.

Here are two wayé in which the sentence could be modified. Compare

your version with these.

Capt Stow lived in a small house with a friend whom he trusted.

Capt Stow and a friend whom he trusted lived in a small house.

Here is another sentence with a misplaced modifier. Rewrite it

in the space provided.

Romeo réceived word that Juliet was dead from a messenger.

Here are two ways you could have rewritten the sentence:

Romeo received word from a messenger that Juliet was dead.

From a ﬁesaensar, Romeo reéeived word that Juliet was dead.

In both cases, you will note that the modifier, “from a messenger",

is moved closer to the word that it modifies,
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Here is another form of the misplaced modifier. This modifier
18 called a "two-way" modifier because it can be. interpreted to
modify either of two words. Here is an example of the two-way

modifier.

John said during the meeting that Jones acted like a fool.

The fbllowing are rewritten versions of the basic sertence.

Select a response that applies to each sentence.
1. John sald that Jones acted like a fool during the meeting.

( ) a. The modifier, "during the meeting", modifies "said".

( ) b. The modifier, "during the méeting", modifies "acted".

The correct response 1s number two, In this'revision, the
‘modifier was moved to a position nearer to the word that we

wanted it to modify.

2. During thé'meétiﬁg;*Jéﬁn9ééid°éﬁéé;jéﬁes“aétéd 1like a fool.

( ) a. The modifie;, ﬁduringsthe.mggtiﬁgﬁ!;ﬁqdifies "said".

( ) b. The modifier, "during the meetiﬁgf, modifies Macted".

The correct response 1s number one. Not;cé ;hat the‘qonstruction
had to be altered to make the‘modifier modify‘"said". The modifier
was actﬁally closer to "séid" in the basic sentence, and inrthe
basic sentence, there was confusion aBdutlﬁﬁéf"éés fiodified. This

serves to demonstrate that it 1s not always possible to correct
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the placement of a misplaced modifier by moving it to a position

that 1s physically closer to the word it modifies,

Here 1s another sentence in which there is trouble with the
modifier. Tell us what is wrong with it by checking one of the

responses below,

Reading in the library, the sound of an ambulance siren was

distracting.

Why is the sentence confusing?

( ) 1. There is a misplaced modifier in the sentance.
( ) 2. There is no word or combination of words that can be

modified by '"reading in the library".

The correct re3poﬁse is number two; The modifier in the sentence
is not'miSpiaced; there is nothing for it to modify. ‘The problem is
not one of a misplaced modifier, The problem is one of_a DANGLING
modifier, Dangling modifiers are easy to correct because you just
have to furnish something fdr'the modifier to modifj.' In the sen-
tence above, it's as easy to cbrfect as thig:

While I was reading in the library, the sound of an ambulance

siren was distracting.

Which of the two sentences that follow have a dangling
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modifier? Check the response of your choice,

( ) 1. To get a better view of the screen, we had to change
our seats,

( ) 2. while watching television, the doorbell rang.
The last sentence contains the dangling modifier.

Here are some more sentences with modifier trouble., Rewrite
each sentence in the space provided. When you have finished them

all, check your sentences against our versions of the sentences.

l. I went to see a crippled man who had a wooden leg named

Tom Swift.

2. Never take your eye off the ball until it is knocked fvom the

tee,

3. A jet flew over the city vibrating noisily, .
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4,

He performed his job as a ditch digger in the sanitation

department well,

5.

The dog fell into a hole chasing a fox.

Here are our versions of the sentences. Check yours against

these.

1,

I went to see a crippled man named Tom Swift who had a

wooden leg.

Never take your eye off the ball until the ball is knocked

" from the tee.

b

3.

A jet, vibrating noisily, flew over the city.

He performed his job well as a ditch digger in the sanitation

department.

The dog, chasing s fox, fell into a hole,"

This concludes. the portion .of the text on.the parts of..speech.

Go on to the next page for a quick.review of thils entire..text.-fellowed

by a self evaluation exercise.
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REVIEW

VERB NUMBER and VOICE are the most troublesome areas in verb

use for USAPHC/S writers

The PASSIVE VOICE 1is not all bad. In your writing, strive for
a;judicious mixture of active an&.passive volces. If it is your
purpose to tell WHAT was done rather than WHO did it, then use

the passive voice.

The most commonly used VERBALS are the INFINITIVE, the PARTICIPLE,
and the'GERUﬁD. :The gerund,has'an'"fing" ghding, and ié used as a
noun only. The participle's usual endings are "-ed" or "-ing", and
it‘is used as a médifiéf bﬁly._ The infinitive has a“variety of uses,

and it is recognizable by 1ts'" ' form.

The meost common use of verbals 1s that of writing shorthand by -

which we control the emphasis within our sentences. .

A SMOTHERED VERB isﬂnot_a_pagt qffapgech, -1t 18, 1ngtead, a
concept concerning the use of cértain words under certain con-

ditions.

The antecedent of a pronoun must be clear, and the pronoun

must agree in number with its antecedent.

DANGLING modifiers and MISPLACED modifiers are the most common..

errors in the use of quifiers,
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PART V :
SELF EVALUATION EXERCISE

In the sentences that follow, match the werb in the sentence on the
left with the verb classification on the right. Place the letter "A",
"8", or "C" in the space provided. ' ' '

1. She 1is friendly. A

- ___.-"A. Linking verb
2. They smagshed the helicopter. ‘!:

-B. Intransitive wverb
: ﬁlg C. Transitive verb
3. 2elda fell, = '

4. In which of the three sentences that follow is there disagreement
in number between the subject and verb? You may check more than
one response. : ' \ -

A. She and I were getting married.
-3 .,'%?Expe of choppers used by gun pilots are UN-1Cs
' ' é verybody, fncliiding the driver and passengers, %‘é’“injured.

Identify the four sentences that follow as being in the active
or passive voice. Place a "A" in the space provided if it 1s active
voice construction, and place a "B" if 1t 1s passive voice construction.
~ﬂj) gﬂ 5. Results are questioned immediately.
fﬁ‘ l? 6. They attempted to apply the paint.
—_— P

A f& 7. The subject of a sentence will perform an action with an
: active voice. ‘ '

} .
““5 f} 8. An active verb ean be identified by the writer,
In the three sentences that follow, match the verbal in the sentence
with the classification of the verbal that follow. '
A, Infinitive
B. Participle
C. Gerund
The battered front was saved.

£5 9.
g 10. To aave the day, the troops foug'tft".well.

& 11, Defending the front was uppermost in everyoneés mind,

128



12. Identify the sentence of the three that follow that has smothered
verb construction. ' s

A, The examination will be a 200 question, multiple-choice test.
SED He will conduct the investigation of the accident.
C. James worked hard on the assignment.

13, Of the following three sentences, which contains the proper use of
pronouns. '

}A: Neither Jones nor Smith had gone to their appointment.
B, Jackson and Wills were approached to head up his own team.
&L The audience was restless during the speech;

14, Which of the following sentences does not have a faulty use of a
modifier?

QVHE While eating a sandwich, the bread fell apart.
" With a little care, you can write well,
During the meeting, I felt that Brown could not be trusted.

Turn the page for solutions to this exercise.
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9.

10.

11,
12,

14,

& C

L PART v S
ANSWERS TO SELF EVALUATION EXERCISE

PRI ST e X4 B -] LESS

Now turn the page and cqm Qete
the self evaluation exere s'e
for parts I thru V.




EFFECTIVE WRITING
SELF EVALUATION EXERCISE
Parts 1-5

In the following sentences, identify each one as being correctly or in-
correctly written. This is to include the correct uses of punctuation
and capitalization. If the sentence is written correctly, use "A" as

a response in the space provided. If it is written incorrectly, use "B"
as a response, ' ' C - E

With Jones and James Smith was on the basketball team,

We played soccer, but we lost the game.

_He bought shirts, pants, and a coat.

John, though tired and so:ilcomplgted the task,

Although Brown did not need the supplies, he requisitioned them

~anyway.

The fighter was a speed%)maneuverable airplane.
They told the story; we listened carefully.
He was very reliable; therefore, we believed his story.

CPT Jackson, who 1s 30 years of age; LTC Johnson, who is 40 years
of age; and COL Lee, who 1g 46 years of age, are all in’ excellent

"~ physical condition.

5

They had been stationed in the following countries; Spain, France,
Germany, and Japan. o v I

CPT Armon spoke at three cliibs: his best speech was at the Elk's
Club; but he also did well at the Lion's Clquand at the Rotary
Club. 7200 ' T i : o

The items we needed were: penclls, papers, and envelopes.

LT Wilson plans on making the U.S.A.F. a career.

‘Mr, Hook met Dr. B,J. Johnson at the NATO meeting in Brussels,

Belgium,

rce of South Vietnam.

Many Alr Fprce officers ationed in Southeast Asia must work with
the 3 Y»&W. and a‘h‘ g . ‘ o
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_ﬁ 16. In this programed text, we included exercises in the uses of these
items: ‘
a. comma,
b. semicolon,
¢. colon, and
d. period.

_B_ 17. We also included instruction in the following: a. Capitals,
b. Abbreviations, and c. Numbers.

_An_ 18. Although he was raised in the North, he always traveled south
in the winter. . _

—f\ 19, The ten officers from the Air Force and the five officers from
the Navy met for the discussion.

ﬁ A 20. The ébur’tzén Army officers were at the same meeting. -
In the three sentences that follow, match the verb in the sentence on the

left with the verb classification on the right. Place the letter "A", “B",
or "C" in the space provided.

21, He is friendly. - . A. Transitive verb.
22, They wrecked the car. A _ B. Intransitive verb, -
23. John fell, _ﬁ. . C. Linking' verb.

T R

24, In which of the three gentences that follow is there disagreement in
number between the subject and verb? You may check more than one
response.

/ [/ A. He and I were planning on going.
/77T B. A type of helicopter used by gunship pilots are UH-1Cs.
/ 27 C. Everybody, including the crew _menibers and passengersﬁ%ﬁ"ﬂ(

injured.

Identify the four sentences that follow as being in the active or passive
voice. Place an "A" in the space provided if it is active voice construc-
tion, and place a "B" if it is passive voice construction.,
!3 25, Results are requested immediately.

A é 26. We tried to apply the solution.

ﬁ 27. The subject of a sentence will perform an action with an active
verb. .

\6 A 28. A passive verb can be easily recognized by a writer.
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29. Which of the following sentences best describes the proper use of the
passive voice? Place a check mark in the space provided. :

Cj. A. You should never use the passive voice.

ZE B. A Judiclous mixture of the passive voice with the active
volce is desirable.

[:::f C. The passive voice should be predominant in military writing.

In the three sentences that follow, match the verbal in the sentence on
the left with the classification of the verbal on the right. Place the
letters "A", "B", and "C" in the spaces provided.

30. The embattled outpost was saved. [3 _ A. Infinitive,
31. To save the outpost, the defenders fought wéi14wﬂ¢5é___ B. Participle.
32. Saving the outpost was uppermost in their minds. g w C. Gerund.

33. Which of the following statements about smothered verb construction is
NOT true. Place a check mark beside your choice.

4 7 A, Smothered verb constnuitionminvolves the use of certain

words that appear to hgve been verbs altered by the addi-
tion of a suffix such as "-tion" or "-ment". '

[C::?' E. Smothered verb:;onstfzgiién almost invariably increases the

number of words a sentence,

Zj;a?z-C. You can often identify an individual word as being a smothered
verb.. :

34. Identify the sentence of the three that follow that has smothered verb
construction. Place a check mark beside your choice,

zz::]? A, The examination will be a 150 question, multiple-choice
test,

: []:E7wié. He will conduct the investigation of the accident.
[::::7 C. James worked hard on the assignment.

35. Of the following four sentences, which contains the proper use of
pronouns. Indicate your choice with a check mark.

, #es
/7 A. Neither Jones nor smith hge“gone to their appointment.

Z:::T B. Jackson and Wills were approached to head up his own
team,

D\ MC. When Doc tried to put the spare tire on,@ slipped off
- N )

rhe jack.

M. As the man attempted to grab the dog, it bit his hand.
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36, Which of the following,sentences does NOT -have a.faulty use of a:ﬁodifier?
Place a check mark beside your choice,

/&7 A, While eéting a sandwich, the bread fell'aﬁart.
/w. With a little care, you' can &rit{ﬁell.i
/& / C. During the meeting, I felt ghgﬁ“Brown could not be trusted.

/(57 D. When a modifier is used in a sentence, it should not be
- mnisplaced. N - shourd not b

LN

S AR BTN ¢ i i 1 i %
: o T e e o - a TN
v v i rpgdbresedipl s doobaos [LEe osE o035
T R PEUE S VR S0 B TELY [N .

goeioaad oL sl ¥

. P . Fy e
EIRENE B T I PG R RN RTINS ]

e et en ooy oot s oo senol wadiiell e TN

e e b

P s poesdosl
et CaJunawd

Se o Sococin e Fr e poo o owttiaos cwpt g 23 helwd oodf pedW LD XM
134 i CRGAT BT

s

Do s B ow i b, tobhows desgoud budgmetis ome oodl A L0 L
ik



11
13
16
18
22
24
34
36
38

44

44

44

57

55

56

59

59

61

72

72

81

81

81

EFFECTIVE WRITING
PARTS I-V

ANSWERS TO SELF EVALUATION EXERCISE

24, B & C Page 83

135

Page 86
Page 86
Page 86
Page 86
Pagg 90
Page 102
Page 100
Page 105 -
Page 109
Page 110
Page 115'.

Page 122

L 2746 Army-Ft, 5ill, Okla.






