
CONTENTS

Foreword......................................................................................... 1

Verbs and Verb Errors...................................................................3
Verb Tense Mistakes..................................................................3
Sequence of Tenses...................................................................25
Dangling Constructions............................................................ 21
Active and Passive....................................................................27
Irregular or Difficult Verbs.......................................................28

Infinitive, Gerund, or Direct Object?...........................................35
Preposition Mistakes...................   40
Mistakes of Meaning.....................................................................51
Nouns: Singular or Plural?........................................................... 76
Mistakes of Usage........................................................................ 80
Part of Speech Mistakes............................................................... 92
Jargon, Abstraction and Doublespeak.........................................98
Slang and Informal English.........................................................102
Joining Ideas Together............................................................... 105
Word Order Problems................................................................ 123
Too Many Words or Too Few Words......................................... 126
Two Words or One Word?..........................................................132
Pronoun Problems.......................................................................134
Two or M ore?............................................................................. 138
Punctuation Problems................................................................. 139
A Note on Paragraphing..............................................................148
Direct and Indirect Speech.........................................................149
Essays and Examinations.............................................................152
Metaphor and Meaning.............................................................. 153
Commonly Misspelled Words.................................................... 155

Exercises......................................................................................163

Appendix 1: A Reference Guide to Basic Grammar................. 198
Appendix 2: Correction Key.......................................................210

Index............................................................................................211



INDEX/211

INDEX

a lot 133
abstraction 99-100 
accept 35,51 
access 92, 99 
accommodation 76 
according 80 
accurate 75 
accuse 35 
achievement 80 
active voice 27-28, 98 
active voice (forms)- 
see verb tenses 

actual, actually 126 
adapt 51 
adept 51
adjectival phrases 208 
adjectival clauses 206 
adjectives 92,200
admiration 40 
admit 40 
adopt 51
adverbial clauses 207
adverbial phrases 208
adverbs 92,201
adverse 51
advice 93, 97
advise 93, 97
affect 51
again 51
age 80
aged 80
aggravate 51
agree 40
all of 80
all the time 60
all together 132-133
all what 80
alliterate 52
allow 66
allusion 64

already 131 
also 110
alternate, alternately 52
alternative, alternatively 52
although 106-107
altogether 132
among 138
amoral 52
amount 80
amounts 123
and 81, 111, 139,141
angry 40
annoyed 40
another 132
ante, anti 53
anxious 53
any 89
anybody 132
anyone 89,132
anyways 81,102
anywheres 81,102
apostrophe 146
appeal (verb) 40
apply 40
appraise 53
appreciate 35
apprise 53
are 68
argue 41
argument 105
arise 28
arrive 41
articles 199
as regards 126
as stated 126
as you know 129
as 81,112
as a result 115
as and like 94
aspect 126
assist 35
assure 53
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at the present time 126 
at a later date 126 
attach 41 
author 93 
avenge 97 
averse 51 
awful 102 
awhile 132 
bacteria 77 
basis 126 
bathroom 132 
be able to 63 
be, become 53 
be finished 61 
bear (verb) 29 
beat 29
because 82,3-115,142 
begin 29 
behavior 77 
between/among 138 
bloodshed 132 
boarder 53 
border 53 
bored 54 
borrow 41 
boss 102 
both 82 
both/all 138 
brackets 146 
brain 77 
bunch 102 
burst 29
businessman 132 
but 107-108 
buy 102 
can, may 54 
can be able 82 
cancel 41 
cannot 132 
cannot help but 82 
capable 35 
capital 54 
capital 54

care 41 
careless 54 
cause (verb) 126 
censor 54 
censure 54 
center 41 
change 82 
chase 41 
childish 55 
childlike 55 
children 77 
choose 29 
classic/classical 55 
clauses 205-207 
close proximity 127 
collaborate 55 
collide 42 
colon 144
comma splices 139-142 
comma 143 
comment (noun) 82 
compare 42 
compared to 82 
complement 55 
complete 74 
compliment 55 
compose 55 
composed 42 
comprise 55 
concerned 42 
conditional 17-20 
confident 36 
conform 42 
confusion 77 
congratulate 42 
conjunctions 203 
connect 42 
conscience 56 
conscious 43,56 
consider 36 
consist 43 
contemptible 56 
contemptuous 56
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continual 56 
continue 43 
continuous tenses- see 

progressive tenses 
continuous 56 
convenient 43 
convince 83 
cooperate 43 
correct 74 
correspond 43 
corroborate 55 
could care less 102 
council 56 
councillor 56 
counsel 56 
counsellor 56 
counterproductive 99 
crash 56 
credible 56 
criteria 77 
criticism 44 
critique 93 
crush 56 
damage 78
dangling constructions 21-25
dash 145
data 78
decimate 83
deduct 57
deßnite 57
definitive 57
degradation 57
depart 44
dependant 93
dependent 93
deprecate 57
depreciate 57
despite 108
device, devise 97
dialogue 93
die 44
different 44
difficulty 36

direct object 35-39,123,205
direct speech 25-26,149-151
disassemble 58
disassociate 58
discourage 36
discreet 57
discrete 57
discuss 44
disinterested 57
disorient 58
disorientate 58
dissemble 58
dissociate 58
distinct 58
distinctive 58
dive 30
divide 44
do for/do to 44
don’t 102
double negatives 88,102 
doublespeak 101 
drag 30 
drink 30 
due to 115
each other/one another 138 
each 78
economic 58,61 
economical 58 
effect 51 
effective 58 
effectual 58 
efficacious 58 
efficient 58 
either 78,118,123 
either/any 138 
elder 83 
elicit 59 
eligible 59 
emigrant 59 
eminent 60 
encourage 36 
end 44,45 
enhance 99
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enormity 60 
enormousness 60 
enthuse 93 
epigram 60 
epigraph 60 
epitaph 60 
epithet 60
essays and examinations 152
etc. 83
even if 108
even 60,124
every 78
every time 60
everybody 132
everyday 132
everyone 132
everything 132
except 51,124
exclamation mark 143
exists 127
explain 36,124
explicit 61
extend, extent 97
fact 127
factor 127
familiarize 99
farther 62
few 123
fewer 87
fight 45
fínalize 99
financial 61
finish 61
first person 124,134 
first, firstly 93 
first time 83 
fiscal 61 
fit 30 
flaunt 62 
fling 30 
flounder 62 
flout 62 
for 88, 89

for example 117
for instance 117
forbid 30,36
forecast 30
forever 132
foreword 62
forget 84
fortuitous 62
fortunate 62
forward 62
founder 62
frightened 45
from my point of view 128
full stop 139-142
further 62, 111
furthermore 111, 132
future tenses 11-12
future progressive tense 12
genuine 71
get 102
go/say 103
good 94
government 78
graduate 45
graffiti 78
grateful 90
guard 62
guide 62
hadn’t ought 84
hang 31
hard time 37
hardly 84
have got 103
have finished 61
have to 63
have 67
he/she 135
help 45
hence 115-116,140 
historic 63 
historical 63 
hopefully 63 
how 84
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however 108,140 
human 63 
humane 63 
hung 31 
hurry 45 
hyphen 145 
I myself 128 
identical 45 
if only 118 
if 17-20 
illegible 59 
illicit 59 
illiterate 52 
illusion 64 
imaginary 64 
imaginative 64 
immanent 60 
immigrant 59 
imminent 60 
immoral 52 
impact 94, 99 
implement 99 
implicit 61 
imply 64 
in 45, 64 
in addition 111 
in all probability 128 
in fact 11,133 
in order 133 
in spite of 133 
in that 85 
in that case 118 
in the way that 85 
incidence 64 
incidents 64 
include 128
incomplete sentences 139-42 
increase 85 
indeed 111, 132 
independent 46 
indirect object 205 
indirect speech 25-26, 124­
125,149-151

infer 64 
inferior 46
infinitives 3,24,35-39
information 85 
ingenious 64 
ingenuous 64 
innumerable 65 
inquiry 85 
inside 46 
insist 37, 65 
instinctive 65 
instinctual 65 
insure 53 
intention 37 
interested 46, 65 
interesting 65,128 
interface 99 
into 64,132
inverted commas 149-151 
investigate 46 
investigation 86 
irregardess 86 
irregular verbs 28-34 
is when 86
it has come to my attention that 129 
its, iťs 95 
jargon 97 
join 46
joining words 105-122
journey 86
judicial 65
judicious 65
jump 46
just 86
justified 37
kid 103
kind of 103
know 65
lastly 86
later 66
latter 66
laudable 66
laudatory 66



216/INDEX

law 87 
lay 31 
learn 73 
lend 95 
less 87 
let’s say 103 
let’s us 103 
liable 66 
lie 31,32, 87 
lift 46
lightening 66 
lightning 66 
like and as 94 
like what 87 
likely 66 
literally 66 
literature 9 
loan 95
loath, loathe 95 
long words 152 
long back 103 
look forward 37 
loose 95 
lose 95 
lots of 103 
lower 47 
mad 103 
main clauses 206 
make 66
make possible 66 
mandate 95 
many 123 
may, can 54 
maybe 132

maybe, may be 95 
mean for 129 
meaning 153 
meantime 96 
meanwhile 96 
media 79 
mercy 47
metaphor 153-154 
militate 67

misspelled words 155-162
mistake 87
mistaken 37
mistakes of usage 80
mitigate 67
mixed metaphors 153
momentarily 67
monetary 61
money 79
more 87
moreover 111
most everyone 103
most 87
much 123
nature 129
near 47
nearby 132
need 67
neither 78
neither/none 138
nevertheless 109
news 79
no one 133
nobody 88,132
nor 88
nothing 88
noun clauses 207
noun-verb confusion 97
nouns 76,198
nowhere 88
object 35-39,204
object (verb) 47
of 67
off 47
of^from 103 
older 83 
one another 138 
only 68,124 
onto 132 
opportunity 131 
opposed 37, 88 
opposite 47 
opt 99
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option 99 prefer 47
oral 75 prepositions 40-50,201
organize 38 prepositions in pairs or lists 50
other 68 prepositions- ending with 50
otherwise 119,140 present perfect tense 12-14
our 68 present tenses 4-8,12-14
ourselves 133 presently 69
out loud 103 pretend 38
outside 47 previous to 99
paragraphing 148 principal 70
parameter 98, 99 principle 70
parentheses 146 prior to 99
participles 21-24,35-39 prioritize 99
parts of speech 198-203 progressive tenses 7-8,10-11
parts of sentences 204-209 prohibit 38
passive voice 27-28 pronouns 198
forms- see verb tenses pronoun problems 125,134-137,151
past tenses 8-9,14-17 pronouns in indirect speech 151
past perfect tense 14-17 prophecy, prophesy 96
past progressive tense 10 proposal 70
per cent 68 proposition 70
percentage 68 prosecute 69
perfect tenses 12-17 protest 48
perfect 74 prove 32,70
period 139-142 put across 103
persecute 69 quality 96
persist, 38 65 question mark 143
personally 129 questions in indirect speech 124-125
persuade 69 quotation marks 25-6,149-151
phase 69 quote, quotation 96
phenomena 79 quoted material 25-26
phrases 205-208 raise 70
plan (verb) 38 rational 70
please 124 rationale 70
plus 112 ravage 71
point in time 99,129 ravish 71
police 79 real 71
practicable 69 real, really 96
practical 69 really 129
preclude 88 reason (noun) 38,82, 88
predicate 205 refer 48
predominant 96 regard 48,129
predominate 96 regarded 38
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regardless 86 
rejoice 48
relative pronouns 125,198
repeat 48
repetition 130
request 48
respectfully 71
respectively 71
responsible 38
retroactive 48
return (verb) 48
revenge 97
revising 152
ride 32
ridicule 39
ring 32
rise 70
rough drafts 152
run-on sentences 139-142
sacrifice 39
same 49
sanction 98
sank 33
scarce 89
seek 49
seem 39
semi-colon 144
sensory 71
sensual 71
sensuous 71
sentence fragments 139-142 
sequence of tenses 25-26 
set 71
sexist language 135 
shine 33 
short 89 
shrink 33 
sight 49 
simple 72
simple present tense 4 
simple past tense 8-9 
simple future tense 11 
simplistic 72

since 89,115 
sink 33 
sit 71
situation 130 
slang 102 
so 89,116,142 
so that 116 
so...that 119 
some 89
somebody 79,133 
somehow 72 
someone 79, 89,133 
someplace 103 
sometime 72 
sometimes 72 
sort of 103 
speak 49 
specifícity 99 
speech 89 
spelling 155-162 
split infinitives 3 
spring 34 
start 89 
stationary 72 
stationery 72 
stimulant 72 
stimulus 72 
straightforward 133 
structure 99 
subject 204
subject-verb agreement 4-6
subjunctive mood 18
subordinate clauses 206-208
succeed 49
such as 81,117
such that 116
such...that 119
suffer 49
sunk 33
superior 49
supposed to 90
sure and 90
surprised 49
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suspect (verb) 39
swam, swim, swum 34
tack 73
tact 73
teach 73
tendency 39
than 73
thankful 90
that 73
that and which 119-120 
that and direct speech 149 
their 73 
themselves 133 
then 140 
there 73 
there is 130 

there is/there are 6 
they 73 
they’re 73 
tiresome 74 
tiring 74 
to 74
too few words 130 
too 74, 90 
totality 99 
towards 74 
true 75 
try and 90 
turn (verb) 49 
two 74
type(noun)50 
underneath 50 
unexceptionable 74 
unexceptional 74 
uninterested 57 
unique 74 
universal 74
unreferenced pronouns 135
until 50 
used 91 
utilize 99 
vain 75 
valid 75

vein 75
verbs 200
verb tenses 3-21
verb-noun confusion 97
verb tenses and indirect speech 151
verbal 75
viable 99
want for 103
want 67
warn 50
wartime 133
well 94,103
were 75
whatever 133
whenever 133
where 75, 91
whereas 109-110
which and that 119-122
which hunting 120-121
while 110
whose, who’s 97
-wise 99
word order problems 123-125 
wordiness 126-131,98-101 
worry 50 
would 17-20 
wring 34
writing about literature 9-10 
written 91 
yet 110


