Commonly Mispronounced Words

	· aegis: ee-jis, not ay-jis 
· asterisk: as-ter-isk, not as-ter-ik 
· alumnae: a-lum-nee, not a-lum-nay 
· archipelago: ar-ki-PEL-a-go, not arch-i-pel-a-go 
· athlete: ath-leet, not ath-a-leet 
· candidate: kan-di-dayt, not kan-i-dayt 
· chimera: kiy-MEER-a, not CHIM-er-a 
· disastrous: di-zas-tres, not di-zas-ter-es 

· electoral: e-LEK-tor-al, not e-lek-TOR-al 
· etcetera: et-set-er-a, not ek-set-er-a 
· lambaste: lam-bayst, not lam-bast 
· larvae: lar-vee, not lar-vay 
· library: li-brar-y, not li-bar-y 

· mischievous: MIS-che-vus, not mis-CHEE-vee-us 
	· mispronunciation: mis-pro-nun-see-ay-shun, not mis-pro-nown-see-ay-shun 
· nuclear: noo-klee-ur, not noo-kyu-lur 
· nuptial: nup-shul, not nup-shoo-al 
· primer: (schoolbook) prim-mer, not pry-mer 

· picture: pik-cher, not pit-cher 
· prescription: prih-skrip-shun, not per-skrip-shun 
· prerogative: pre-rog-a-tive, not per-rog-a-tive 
· peremptory: per-emp-tuh-ree, not pre-emp-tuh-ree 
· probably: prob-a-blee, not pra-lee or prob-lee 
· Realtor: reel-ter, not ree-la-ter 
· supposedly: su-pos-ed-lee, not su-pos-ab-lee 
· spurious: spyoor-ee-us, not spur-ee-us 
· ticklish: tik-lish, not tik-i-lish 
· triathlon: try-ath-lon, not try-ath-a-lon


Frequently Misspelled Words

	· absence 

· address 

· advice 

· all right 

· arctic 

· beginning 

· believe 

· bicycle 

· broccoli 

· bureau 

· calendar 

· camaraderie 

· ceiling 

· cemetery 

· changeable 

· conscientious 

· conscious 

· decease 

· deceive 

· definite 

· descent 

· desperate 

· device 

· disastrous 

· ecstasy 

· embarrass 

· exercise 

· fascinate 

· February 

· fiery 

· fluorescent 

· foreign 

· government 

· grateful 

· guarantee 

· harass 

· height 

· humorous 

· independent 

· jealous 

· jewelry 

· judgment 

· ketchup
	· knowledge 

· leisure 

· library 

· license 

· maintenance 

· mathematics 

· mediocre 

· millennium 

· miniature 

· miscellaneous 

· mischievous 

· misspell 

· mysterious 

· necessary 

· neighbor 

· nuclear 

· occasion 

· occurrence 

· odyssey 

· piece 

· pigeon 

· playwright 

· precede 

· prejudice 

· privilege 

· pumpkin 

· raspberry 

· receive 

· rhythm 

· sacrilegious 

· science 

· scissors 

· separate 

· sincerely 

· special 

· thorough 

· through 

· truly 

· until 

· Wednesday 

· weird 

· you're


Ten Tips for Better Spelling

1. This may be the best-known spelling rule: 

i before e, except after c
or when sounded like "ay"

as in neighbor and weigh 
Here are some words that follow the rule:

IE words: believe, field, relief
CEI words: ceiling, deceit, receive
EI words: freight, reign, sleigh
Some exceptions: either, foreign, height, leisure, protein, weird
"CIEN words" are another exception to the rule. These include ancient, efficient, and science.
2. Here's another familiar spelling rule: "Silent e helps a vowel say its name." This means that when a word ends with a vowel followed by a consonant and then silent e, the vowel has a long sound. That's the difference between rate and rat, hide and hid, and cube and cub. 

3. Have you heard the expression "When two vowels go walking, the first one does the talking?" This means that when there are two vowels in a row, the first usually has a long sound and the second is silent. That's why it's team, not taem; coat, not caot; and wait, not wiat. Remembering this rule will help you to put vowels in the right order. 

4. Learn the basic rules for spelling with plural nouns so that you know whether to use s or es and how to make plurals of nouns that end in y or f. 

5. In general, though, memorizing rules isn't the most effective way to learn spelling. Most rules have exceptions—and besides, you are best at learning words that you have made an effort to understand. A good way to understand a word is to break it into syllables. Look for prefixes, suffixes, and roots. Practice each short part and then the whole word. 

dis-ap-pear-ing
tra-di-tion-al
After you break apart a word, ask yourself: How is this word like other words I know? Spelling the word traditional may make you think of spelling functional and national. Finding patterns among words is one of the best ways to learn spelling.

6. It's also helpful to try making up a funny memory aids. For example, do you have trouble remembering which has two s's—desert (arid land) or dessert (a sweet treat)? Remember that with dessert, you'd like seconds. Similarly, do you have trouble remembering how to spell separate? Remember that there's a rat in the middle. 

7. Another kind of memory aid is to make up a sentence in which the first letter of each word can be used to make the spelling word. The sillier the better—goofy sentences may be easier to remember. 

chili: cats have interesting little ideas

physical: please have your strawberry ice cream and lollipops 

8. Make sure that you are pronouncing words correctly. This can help you to avoid some common spelling errors, such as canidate instead of candidate, jewelery instead of jewelry, and libary instead of library. 

9. Put together a list of words that you find difficult to spell. Go over your old papers and spelling exams to track down these troublemakers. Once you've got your list in hand, see if some of the tips above will help you. 

10. And lastly: Don't rely on electronic spellcheckers! They can miss errors—especially when you have used the wrong word but spelled it correctly. To prove it, we've taken a sentence and messed up all the words. And the spellchecker thinks it's fine. 

"I might need some new shoes for gym," Harry told our Aunt Ann.

"Eye mite knead sum knew shoos four Jim," Hairy tolled hour Ant an.

Most Widely Spoken Languages 
in the World

	Language
	Approx. number 
of speakers

	 1. Chinese (Mandarin)
	1,075,000,000

	 2. English
	514,000,000

	 3. Hindustani
	496,000,000

	 4. Spanish
	425,000,000

	 5. Russian
	275,000,000

	 6. Arabic
	256,000,000

	 7. Bengali
	215,000,000

	 8. Portuguese
	194,000,000

	 9. Malay-Indonesian
	176,000,000

	10. French
	129,000,000


Foreign Words and Phrases1
The English meanings given below are not necessarily literal translations.

ad absurdum 

(ad ab-sir'dum) [Lat.]: to the point of absurdity. “He tediously repeated his argument ad absurdum.” 

ad infinitum bbb-
(ad in-fun-eye'tum) [Lat.]: to infinity. “The lecture seemed to drone on ad infinitum.” 

ad nauseam 

(ad noz'ee-um) [Lat.]: to a sickening degree. “The politician uttered one platitude after another ad nauseam.” 

aficionado 

(uh-fish'ya-nah'doh) [Span.]: an ardent devotee. “I was surprised at what a baseball aficionado she had become.” 

angst 
(angkst) [Ger.]: dread and anxiety. “Sylvia's teenage angst was nothing compared to the parental angst experienced by the two individuals whose duty it was to raise her.” 

annus mirabilis 

(an'us muh-ra'buh-lis) [Lat.]: wonderful year. “Last year was the annus mirabilis for my company.” 

a priori 

(ah pree-or'ee) [Lat.]: based on theory rather than observation. “The fact that their house is in such disrepair suggests a priori that they are having financial difficulties.” 

au courant 

(oh' koo-rahn') [Fr.]: up-to-date. “The shoes, the hair, the clothes—every last detail of her dress, in fact—was utterly au courant.” 

beau geste 

(boh zhest') [Fr.]: a fine or noble gesture, often futile. “My fellow writers supported me by writing letters of protest to the publisher, but their beau geste could not prevent the inevitable.” 

beau monde 

(boh' mond') [Fr.]: high society. “Such elegant decor would impress even the beau monde.” 

bête noire 

(bet nwahr') [Fr.]: something or someone particularly disliked. “Talk of the good old college days way back when had become his bête noire, and he began to avoid his school friends.” 

bona fide 

(Boh’na fide) [Lat.]: in good faith; genuine. “For all her reticence and modesty, it was clear that she was a bona fide expert in her field.” 

bon mot 

(bon more') [Fr.]: a witty remark or comment. “One bon mot after another flew out of his mouth, charming the audience.” 

bon vivant 

(bon vee-vahnt') [Fr.]: a person who lives luxuriously and enjoys good food and drink. “It's true he's quite the bon vivant, but when he gets down to business he conducts himself like a Spartan.” 

carpe diem 

(kar'pay dee'um) [Lat.]: seize the day. “So what if you have an 8:00 a.m. meeting tomorrow and various appointments? Carpe diem!” 

carte blanche 

(kart blonsh') [Fr.]: unrestricted power to act on one's own. “I may have carte blanche around the office, but at home I'm a slave to my family's demands.” 

casus belli 
(kay'sus bel'eye) [Lat.]: an act justifying war. “The general felt that the banana republic's insolent remarks about our national honor were enough of a casus belli to launch an attack.” 

cause célèbre 

(koz suh-leb'ruh) [Fr.]: a widely known controversial case or issue. “The Sacco and Vanzetti trial became an international cause célèbre during the 1920s.” 

caveat emptor 

(kav'ee-ot emp'tor) [Lat.]: let the buyer beware. “Before you leap at that real estate deal, caveat emptor!” 

comme ci comme ça 

(kom see' kom sah') [Fr.]: so-so. “The plans for the party strike me as comme ci comme ça.” 

comme il faut 

(kom eel foe') [Fr.]: as it should be; fitting. “His end was truly comme il faut.” 

coup de grâce 

(koo de grahss') [Fr.]: finishing blow. “After an already wildly successful day, the coup de grâce came when she won best all-around athlete.” 

cri de coeur 

(kree' de kur') [Fr.]: heartfelt appeal. “About to leave the podium, he made a final cri de coeur to his people to end the bloodshed.” 

de rigueur 

(duh ree-gur') [Fr.]: strictly required, as by etiquette, usage, or fashion. “Loudly proclaiming one's support for radical causes had become de rigueur among her crowd.” 

deus ex machina 

(day'us ex mahk'uh-nuh) [Lat.]: a contrived device to resolve a situation. “Stretching plausibility, the movie concluded with a deus ex machina ending in which everyone was rescued at the last minute.” 

dolce vita 
(dole'chay vee'tuh) [Ital.]: sweet life; the good life perceived as one of physical pleasure and self-indulgence. “My vacation this year is going to be two uninterrupted weeks of dolce vita.” 

doppelgänger 

(dop'pul-gang-ur) [Ger.]: a ghostly double or counterpart of a living person. “I could not shake the sense that some shadowy doppelgänger echoed my every move.” 

ecce homo 

(ek'ay ho'mo) [Lat.]: behold the man. “The painting depicted the common Renaissance theme, ecce homo—Christ wearing the crown of thorns.” 

enfant terrible 

(ahn-fahn' tay-reeb'luh) [Fr.]: an incorrigible child; an outrageously outspoken or bold person. “He played the role of enfant terrible, jolting us with his blunt assessment.” 

entre nous 

(ahn'truh noo') [Fr.]: between ourselves; confidentially. “Entre nous, their marriage is on the rocks.” 

ex cathedra 

(ex kuh-thee'druh) [Lat.]: with authority; used especially of those pronouncements of the pope that are considered infallible. “I resigned myself to obeying; my father's opinions were ex cathedra in our household.” 

ex post facto 
(ex' post fak'toh) [Lat.]: retroactively. “I certainly hope that the change in policy will be honored ex post facto.” 

fait accompli 

(fate ah-kom-plee') [Fr.]: an accomplished fact, presumably irreversible. “There's no use protesting—it's a fait accompli.” 

faux pas 

(foh pah') [Fr.]: a social blunder. “Suddenly, she realized she had unwittingly committed yet another faux pas.” 

Feinschmecker2 

(fine'shmek-er) [Ger.]: gourmet. “No, I don't think McDonald's will do; he's much too much of a Feinschmecker.” 

flagrante delicto 

(fla-grahn'tee di-lik'toh) [Lat.]: in the act. “The detective realized that without hard evidence he had no case; he would have to catch the culprit flagrante delicto.” 

glasnost 

(glaz'nohst) [Rus.]: open and frank discussion: initiated by Mikhail Gorbachev in 1985 in the Soviet Union. “Once the old chairman retired, the spirit of glasnost pervaded the department.” 

hoi polloi 

(hoy' puh-loy') [Gk.]: the common people. “Marie Antoinette recommended cake to the hoi polloi.” 

in loco parentis 

(in loh'koh pa-ren'tiss) [Lat.]: in the place of a parent. “The court appointed a guardian for the children, to serve in loco parentis.” 

in medias res 

(in me'-dee-as rays) [Lat.]: in the middle of a sequence of occurences. “The film begin in medias res, with a panting, terrified man running through the night.” 

in situ 

(in sit'too) [Lat.]: situated in the original or natural position. “I prefer seeing statues in situ rather than in the confines of a museum.” 

in vino veritas 

(in vee'no vare'i-toss) [Lat.]: in wine there is truth. “By the end of the party, several of the guests had made a good deal of their private lives public, prompting the host to murmur to his wife, ‘in vino veritas.’” 

ipso facto 

(ip'soh fak'toh) [Lat.]: by the fact itself. “An extremist, ipso facto, cannot become part of a coalition.” 

je ne sais quoi 

(zheh neh say kwah') [Fr.]: I know not what; an elusive quality. “She couldn't explain it, but there was something je ne sais quoi about him that she found devastatingly attractive.” 

mano a mano 

(mah'no ah mah'no) [Span.]: directly or face-to-face in a confrontation or conflict. “‘Stay out of it,’ he admonished his friends, ‘I want to handle this guy mano a mano.’” 

mea culpa 

(may'uh kul'puh) [Lat.]: I am to blame. “His mea culpa was so offhand that I hardly think he meant it.” 

memento mori 
(muh-men'toh more'ee) [Lat.]: a reminder that you must die. “The skull rested on the mantlepiece as a memento mori.” 

mise en scene 

(mee' zahn sen) [Fr.]: the stage setting; surroundings. “The mise en scene for the sci-fi movie was molded, futuristic furniture and blinding klieg lights.” 

mot juste 

(moh zhoost') [Fr.]: the exact, appropriate word. “‘Rats!’ screamed the defiant three-year-old, immensely proud of his mot juste.” 

ne plus ultra 

(nee' plus ul'truh) [Lat.]: the most intense degree of a quality or state. “Pulling it from the box, he realized he was face to face with the ne plus ultra of computers.” 

nom de guerre 

(nom duh gair') [Fr.]: pseudonym. “He went by his nom de guerre when frequenting trendy nightclubs.” 

nom de plume 

(nom duh ploom') [Fr.]: pen name. “Deciding it was time to sit down and begin a novel, the would-be writer spent the first several hours deciding upon a suitable nom de plume.” 

nota bene 

(noh'tuh ben'nee) [Ital.]: note well; take notice. “Her postcard included a reminder: nota bene, I'll be returning on the 11 o'clock train.” 

persona non grata 

(per-soh'nuh non grah'tuh) [Lat.]: unacceptable or unwelcome person. “Once I was cut out of the will, I became persona non grata among my relatives.” 

prima facie 

(pry'ma fay'she) [Lat.]: at first sight, clear and evident. “Although her husband implored, ‘I can explain!’ the sight of another woman wrapped in his arms was prima facie evidence that he was a deceitful lout.” 

pro bono 

(pro boh'noh) [Lat.]: done or donated without charge; free. “The lawyer's pro bono work gave him a sense of value that his work on behalf of the corporation could not.” 

quid pro quo 

(kwid' pro kwoh') [Lat.]: something for something; an equal exchange. “She vowed that when she had the means, she would return his favors quid pro quo.” 

sans souci 

(sahn soo-see') [Fr.]: carefree. “After serveral glasses of champagne, their mood turned distinctly sans souci.” 

savoir-faire 

(sav'wahr fair') [Fr.]: the ability to say and do the correct thing. “She presided over the gathering with impressive savoir-faire.” 

schadenfreude 

(shah den froy'deh) [Ger.]: pleasure at someone else's misfortunes. “Schadenfreude suffused the classroom after the insufferably supercilious class pet was caught cheating by the teacher.” 

sic transit gloria mundi 

(sick tran'sit glor'ee-uh mun'dee) [Lat.]: thus passes away the glory of the world. “Watching the aging former football quarterback lumber down the street, potbellied and dissipated, his friend shook his head in disbelief and muttered, ‘sic transit gloria mundi.’” 

sine qua non 

(sin'ay kwah nohn') [Lat.]: indispensable element or condition. “Lemon is the sine qua non of this recipe.” 

sotto voce 

(suh'tow voh'chee) [Ital.]: in a quiet voice, attempting not to be overheard. “While the others were distracted, he filled me in sotto voce on all the delicously sordid details of the scandal.” 

sui generis 

(su'ee jen'e-ris) [Lat.]: unique. “Adjusting her pirate's hat and fringed hula skirt, Zelda sashayed into the party, knowing her fashion statement was sui generis.” 

terra incognita 

(tare'uh in-kog-nee'tuh) [Lat.]: unknown territory. “When the conversation suddenly switched from contemporary fiction to medieval Albanian playwrights, he felt himself entering terra incognita.” 

tout le monde 

(too luh mond') [Fr.]: everybody; everyone of importance. “Don't miss the event; it's bound to be attended by tout le monde.” 

veni, vidi, vici 

(ven'ee vee'dee vee'chee) [Lat.]: I came, I saw, I conquered. “After the takeover the business mogul gloated, ‘veni, vidi, vici.’” 

verboten 

(fer-boh'ten) [Ger.]: forbidden, as by law; prohibited. “That topic, I am afraid, is verboten in this household.” 

vox populi 

(voks pop'yoo-lie) [Lat.]: the voice of the people. “My sentiments echo those of the vox populi.” 

Wanderjahr2 

(vahn'der-yahr) [Ger.]: a year or period of travel, especially following one's schooling. “The trio took off on their Wanderjahr, intent on visiting every museum between Edinburgh and Rome.” 

Weltanschauung2 

(velt'an-shou'ung) [Ger.]: a world view or philosophy of life. “His Weltanschauung gradually metamorphized from a grim and pessimistic one to a sunny, but no less complex, view.” 

Weltschmerz2 

(velt'shmerts) [Ger.]: sorrow over the evils of the world. “His poetry expressed a certain Weltschmerz, or world-weariness.” 

Zeitgeist2 

(zite'guyst) [Ger.]: the thought or sensibility characteristic of a particular period of time. “She blamed it on the Zeitgeist, which encouraged hedonistic excess.”

Latin Roots, Prefixes, and Suffixes
Latin was the language spoken by the ancient Romans. As the Romans conquered most of Europe, the Latin language spread throughout the region. Over time, the Latin spoken in different areas developed into separate languages, including Italian, French, Spanish, and Portuguese. These languages are considered “sisters,” as they all descended from Latin, their “mother” language. 

In 1066 England was conquered by William, duke of Normandy, which is in northern France. For several hundred years after the Norman invasion, French was the language of court and polite society in England. It was during this period that many French words were borrowed into English. Linguists estimate that some 60% of our common everyday vocabulary today comes from French. Thus many Latin words came into English indirectly through French. 

Many Latin words came into English directly, though, too. Monks from Rome brought religious vocabulary as well as Christianity to England beginning in the 6th century. From the Middle Ages onward many scientific, scholarly, and legal terms were borrowed from Latin. 

During the 17th and 18th centuries, dictionary writers and grammarians generally felt that English was an imperfect language whereas Latin was perfect. In order to improve the language, they deliberately made up a lot of English words from Latin words. For example, fraternity, from Latin fraternitas, was thought to be better than the native English word brotherhood.

Many English words and word parts can be traced back to Latin and Greek. The following table lists some common Latin roots.

	Latin root 
	Basic meaning
	Example words

	-dict-
	to say
	contradict, dictate, diction, edict, predict

	-duc-
	to lead, bring, take
	deduce, produce, reduce

	-gress-
	to walk
	digress, progress, transgress

	-ject-
	to throw
	eject, inject, interject, project, reject, subject

	-pel-
	to drive
	compel, dispel, impel, repel

	-pend-
	to hang
	append, depend, impend, pendant, pendulum

	-port-
	to carry
	comport, deport, export, import, report, support

	-scrib-, -script-
	to write
	describe, description, prescribe, prescription, subscribe, subscription, transcribe, transcription

	-tract-
	to pull, drag, draw
	attract, contract, detract, extract, protract, retract, traction 

	-vert-
	to turn
	convert, divert, invert, revert


From the example words in the above table, it is easy to see how roots combine with prefixes to form new words. For example, the root -tract-, meaning “to pull,” can combine with a number of prefixes, including de- and re-. Detract means literally “to pull away” (de-, “away, off”) and retract means literally “to pull back” (re-, “again, back”). The following table gives a list of Latin prefixes and their basic meanings.

	Latin prefix 
	Basic meaning
	Example words

	co-
	together
	coauthor, coedit, coheir

	de-
	away, off; generally indicates reversal or removal in English
	deactivate, debone, defrost, decompress, deplane

	dis-
	not, not any
	disbelief, discomfort, discredit, disrepair, disrespect

	inter-
	between, among
	international, interfaith, intertwine, intercellular, interject

	non-
	not
	nonessential, nonmetallic, nonresident, nonviolence, nonskid, nonstop

	post-
	after
	postdate, postwar, postnasal, postnatal

	pre-
	before
	preconceive, preexist, premeditate, predispose, prepossess, prepay

	re-
	again; back, backward
	rearrange, rebuild, recall, remake, rerun, rewrite

	sub-
	under
	submarine, subsoil, subway, subhuman, substandard

	trans-
	across, beyond, through
	transatlantic, transpolar


Words and word roots may also combine with suffixes. Here are examples of some important English suffixes that come from Latin:

	Latin suffix 
	Basic meaning
	Example words

	-able, -ible
	forms adjectives and means “capable or worthy of”
	likable, flexible

	-ation
	forms nouns from verbs
	create, creation; civilize, civilization

	-fy, -ify
	forms verbs and means “to make or cause to become”
	purify, acidify, humidify

	-ment
	forms nouns from verbs
	entertain, entertainment; amaze, amazement

	-ty, -ity
	forms nouns from adjectives
	subtlety, certainty, cruelty, frailty, loyalty, royalty; eccentricity, electricity, peculiarity, similarity, technicality


Greek Roots, Prefixes, and Suffixes
The following table lists some common Greek roots.

	Greek root
	Basic meaning
	Example words

	-anthrop-
	human
	misanthrope, philanthropy, anthropomorphic

	-chron-
	time
	anachronism, chronic, chronicle, synchronize, chronometer

	-dem-
	people
	democracy, demography, demagogue, endemic, pandemic

	-morph-
	form
	amorphous, metamorphic, morphology

	-path-
	feeling, suffering
	empathy, sympathy, apathy, apathetic, psychopathic

	-pedo-, -ped-
	child, children
	pediatrician, pedagogue

	-philo-, -phil-
	having a strong affinity or love for
	philanthropy, philharmonic, philosophy

	-phon-
	sound
	polyphonic, cacophony, phonetics


The following table gives a list of Greek prefixes and their basic meanings.

	Greek prefix
	Basic meaning
	Example words

	a-, an-
	without
	achromatic, amoral, atypical, anaerobic

	anti-, ant-
	opposite; opposing
	anticrime, antipollution, antacid

	auto-
	self, same
	autobiography, automatic, autopilot

	bio-, bi-
	life, living organism; biology, biological
	biology, biophysics, biotechnology, biopsy

	geo-
	Earth; geography
	geography, geomagnetism, geophysics, geopolitics

	hyper-
	excessive, excessively
	hyperactive, hypercritical, hypersensitive

	micro-
	small
	microcosm, micronucleus, microscope

	mono-
	one, single, alone
	monochrome, monosyllable, monoxide

	neo-
	new, recent
	neonatal, neophyte, neoconservatism, neofascism, neodymium

	pan-
	all
	panorama, panchromatic, pandemic, pantheism

	thermo-, therm-
	heat
	thermal, thermometer, thermostat


Words and word roots may also combine with suffixes. Here are examples of some important English suffixes that come from Greek:

	Greek suffix
	Basic meaning
	Example words

	-ism
	forms nouns and means “the act, state, or theory of”
	criticism, optimism, capitalism

	-ist
	forms agent nouns from verbs ending in -ize or nouns ending in -ism and is used like -er
	conformist, copyist, cyclist

	-ize
	forms verbs from nouns and adjectives
	formalize, jeopardize, legalize, modernize, emphasize, hospitalize, industrialize, computerize

	-gram
	something written or drawn, a record
	cardiogram, telegram

	-graph
	something written or drawn; an instrument for writing, drawing, or recording
	monograph; phonograph, seismograph

	-logue, -log
	speech, discourse; to speak
	monologue, dialogue, travelogue

	-logy
	discourse, expression; science, theory, study
	phraseology, biology, dermatology

	-meter, -metry
	measuring device; measure
	geometry, kilometer, parameter, perimeter

	-oid
	forms adjectives and nouns and means “like, resembling” or “shape, form”
	humanoid, spheroid, trapezoid

	-phile
	one that loves or has a strong affinity for; loving
	audiophile, Francophile

	-phobe, -phobia
	one that fears a specified thing; an intense fear of a specified thing
	agoraphobe, agoraphobia, xenophobe, xenophobia 

	-phone
	sound; device that receives or emits sound; speaker of a language
	homophone, geophone, telephone, Francophone


Glossary of Poetry Terms

accent 
The prominence or emphasis given to a syllable or word. In the word poetry, the accent (or stress) falls on the first syllable. 

alexandrine 
A line of poetry that has 12 syllables. The name probably comes from a medieval romance about Alexander the Great that was written in 12-syllable lines. 

alliteration 
The repetition of the same or similar sounds at the beginning of words: “What would the world be, once bereft/Of wet and wildness?” (Gerard Manley Hopkins, “Inversnaid”) 

anapest 
A metrical foot of three syllables, two short (or unstressed) followed by one long (or stressed), as in seventeen and to the moon. The anapest is the reverse of the dactyl. 

antithesis 
A figure of speech in which words and phrases with opposite meanings are balanced against each other. An example of antithesis is “To err is human, to forgive, divine.” (Alexander Pope) 

apostrophe 
Words that are spoken to a person who is absent or imaginary, or to an object or abstract idea. The poem God's World by Edna St. Vincent Millay begins with an apostrophe: “O World, I cannot hold thee close enough!/Thy winds, thy wide grey skies!/Thy mists that roll and rise!” 

assonance 

The repetition or a pattern of similar sounds, especially vowel sounds: “Thou still unravished bride of quietness,/Thou foster child of silence and slow time” (“Ode to a Grecian Urn,” John Keats). 

ballad 

A poem that tells a story similar to a folk tale or legend and often has a repeated refrain. “The Rime of the Ancient Mariner” by Samuel Taylor Coleridge is an example of a ballad. 

ballade 

A type of poem, usually with three stanzas of seven, eight, or ten lines and a shorter final stanza (or envoy) of four or five lines. All stanzas end with the same one-line refrain. 

blank verse 
Poetry that is written in unrhymed iambic pentameter. Shakespeare wrote most of his plays in blank verse. 

caesura 

A natural pause or break in a line of poetry, usually near the middle of the line. There is a caesura right after the question mark in the first line of this sonnet by Elizabeth Barrett Browning: “How do I love thee? Let me count the ways.” 

canzone 

A medieval Italian lyric poem, with five or six stanzas and a shorter concluding stanza (or envoy). The poets Petrarch and Dante Alighieri were masters of the canzone. 

carpe diem 
A Latin expression that means “seize the day.” Carpe diem poems urge the reader (or the person to whom they are addressed) to live for today and enjoy the pleasures of the moment. A famous carpe diem poem by Robert Herrick begins “Gather ye rosebuds while ye may…” 

chanson de geste 
An epic poem of the 11th to the 14th century, written in Old French, which details the exploits of a historical or legendary figure, especially Charlemagne. 

classicism 

The principles and ideals of beauty that are characteristic of Greek and Roman art, architecture, and literature. Examples of classicism in poetry can be found in the works of John Dryden and Alexander Pope, which are characterized by their formality, simplicity, and emotional restraint. 

conceit 
A fanciful poetic image or metaphor that likens one thing to something else that is seemingly very different. An example of a conceit can be found in Shakespeare's sonnet “Shall I compare thee to a summer's day?” and in Emily Dickinson's poem “There is no frigate like a book.” 

consonance 

The repetition of similar consonant sounds, especially at the ends of words, as in lost and past or confess and dismiss. 

couplet 
In a poem, a pair of lines that are the same length and usually rhyme and form a complete thought. Shakespearean sonnets usually end in a couplet. 

dactyl 
A metrical foot of three syllables, one long (or stressed) followed by two short (or unstressed), as in happily. The dactyl is the reverse of the anapest. 

elegy 
A poem that laments the death of a person, or one that is simply sad and thoughtful. An example of this type of poem is Thomas Gray's “Elegy Written in a Country Churchyard.” 

enjambment 

The continuation of a complete idea (a sentence or clause) from one line or couplet of a poem to the next line or couplet without a pause. An example of enjambment can be found in the first line of Joyce Kilmer's poem Trees: “I think that I shall never see/A poem as lovely as a tree.” Enjambment comes from the French word for “to straddle.” 

envoy 
The shorter final stanza of a poem, as in a ballade. 

epic 
A long, serious poem that tells the story of a heroic figure. Two of the most famous epic poems are the Iliad and the Odyssey by Homer, which tell about the Trojan War and the adventures of Odysseus on his voyage home after the war. 

epigram 
A very short, witty poem: “Sir, I admit your general rule,/That every poet is a fool,/But you yourself may serve to show it,/That every fool is not a poet.” (Samuel Taylor Coleridge) 

epithalamium (or epithalamion) 

A poem in honor of a bride and bridegroom. 

feminine rhyme 

A rhyme that occurs in a final unstressed syllable: pleasure/leisure, longing/yearning. 

figure of speech 
A verbal expression in which words or sounds are arranged in a particular way to achieve a particular effect. Figures of speech are organized into different categories, such as alliteration, assonance, metaphor, metonymy, onomatopoeia, simile, and synecdoche. 

foot 
Two or more syllables that together make up the smallest unit of rhythm in a poem. For example, an iamb is a foot that has two syllables, one unstressed followed by one stressed. An anapest has three syllables, two unstressed followed by one stressed. 

free verse (also vers libre) 
Poetry composed of either rhymed or unrhymed lines that have no set meter. 

haiku 

A Japanese poem composed of three unrhymed lines of five, seven, and five syllables. Haiku often reflect on some aspect of nature. 

heptameter 

A line of poetry that has seven metrical feet. 

heroic couplet 

A stanza composed of two rhymed lines in iambic pentameter. 

hexameter 

A line of poetry that has six metrical feet. 

hyperbole 
A figure of speech in which deliberate exaggeration is used for emphasis. Many everyday expressions are examples of hyperbole: tons of money, waiting for ages, a flood of tears, etc. Hyperbole is the opposite of litotes. 

iamb 

A metrical foot of two syllables, one short (or unstressed) and one long (or stressed). There are four iambs in the line “Come live/ with me/ and be/ my love,” from a poem by Christopher Marlowe. (The stressed syllables are in bold.) The iamb is the reverse of the trochee. 

iambic pentameter 
A type of meter in poetry, in which there are five iambs to a line. (The prefix penta- means “five,” as in pentagon, a geometrical figure with five sides. Meter refers to rhythmic units. In a line of iambic pentameter, there are five rhythmic units that are iambs.) Shakespeare's plays were written mostly in iambic pentameter, which is the most common type of meter in English poetry. An example of an iambic pentameter line from Shakespeare's Romeo and Juliet is “But soft!/ What light/ through yon/der win/dow breaks?” Another, from Richard III, is “A horse!/ A horse!/ My king/dom for/ a horse!” (The stressed syllables are in bold.) 

idyll, or idyl 
Either a short poem depicting a peaceful, idealized country scene, or a long poem that tells a story about heroic deeds or extraordinary events set in the distant past. Idylls of the King, by Alfred Lord Tennyson, is about King Arthur and the Knights of the Round Table. 

lay 

A long narrative poem, especially one that was sung by medieval minstrels called trouvères. The Lais of Marie de France are lays. 

limerick 
A light, humorous poem of five usually anapestic lines with the rhyme scheme of aabba. 

litotes 
A figure of speech in which a positive is stated by negating its opposite. Some examples of litotes: no small victory, not a bad idea, not unhappy. Litotes is the opposite of hyperbole. 

lyric 

A poem, such as a sonnet or an ode, that expresses the thoughts and feelings of the poet. A lyric poem may resemble a song in form or style. 

masculine rhyme 

A rhyme that occurs in a final stressed syllable: cat/hat, desire/fire, observe/deserve. 

metaphor 
A figure of speech in which two things are compared, usually by saying one thing is another, or by substituting a more descriptive word for the more common or usual word that would be expected. Some examples of metaphors: the world's a stage, he was a lion in battle, drowning in debt, and a sea of troubles. 

meter 
The arrangement of a line of poetry by the number of syllables and the rhythm of accented (or stressed) syllables. 

metonymy 
A figure of speech in which one word is substituted for another with which it is closely associated. For example, in the expression The pen is mightier than the sword, the word pen is used for “the written word,” and sword is used for “military power.” 

narrative 

Telling a story. Ballads, epics, and lays are different kinds of narrative poems. 

ode 
A lyric poem that is serious and thoughtful in tone and has a very precise, formal structure. John Keats's “Ode on a Grecian Urn” is a famous example of this type of poem. 

onomatopoeia 

A figure of speech in which words are used to imitate sounds. Examples of onomatopoeic words are buzz, hiss, zing, clippety-clop, and tick-tock. Keats's “Ode to a Nightingale” not only uses onomatopoeia, but calls our attention to it: “Forlorn! The very word is like a bell/To toll me back from thee to my sole self!” Another example of onomatopoeia is found in this line from Tennyson's Come Down, O Maid: “The moan of doves in immemorial elms,/And murmuring of innumerable bees.” The repeated “m/n” sounds reinforce the idea of “murmuring” by imitating the hum of insects on a warm summer day. 

ottava rima 

A type of poetry consisting of 10- or 11-syllable lines arranged in 8-line “octaves” with the rhyme scheme abababcc. 

pastoral 
A poem that depicts rural life in a peaceful, idealized way. 

pentameter 
A line of poetry that has five metrical feet. 

personification 
A figure of speech in which things or abstract ideas are given human attributes: dead leaves dance in the wind, blind justice. 

poetry 

A type of literature that is written in meter. 

quatrain 

A stanza or poem of four lines. 

refrain 

A line or group of lines that is repeated throughout a poem, usually after every stanza. 

rhyme 
The occurrence of the same or similar sounds at the end of two or more words. When the rhyme occurs in a final stressed syllable, it is said to be masculine: cat/hat, desire/fire, observe/deserve. When the rhyme occurs in a final unstressed syllable, it is said to be feminine: longing/yearning. The pattern of rhyme in a stanza or poem is shown usually by using a different letter for each final sound. In a poem with an aabba rhyme scheme, the first, second, and fifth lines end in one sound, and the third and fourth lines end in another. 

rhyme royal 
A type of poetry consisting of stanzas of seven lines in iambic pentameter with the rhyme scheme ababbcc. Rhyme royal was an innovation introduced by Geoffrey Chaucer. 

romanticism 
The principles and ideals of the Romantic movement in literature and the arts during the late 18th and early 19th centuries. Romanticism, which was a reaction to the classicism of the early 18th century, favored feeling over reason and placed great emphasis on the subjective, or personal, experience of the individual. Nature was also a major theme. The great English Romantic poets include Wordsworth, Coleridge, Byron, Shelley, and Keats. 

scansion 

The analysis of a poem's meter. This is usually done by marking the stressed and unstressed syllables in each line and then, based on the pattern of the stresses, dividing the line into feet. 

senryu 

A short Japanese poem that is similar to a haiku in structure but treats human beings rather than nature, often in a humorous or satiric way. 

simile 

A figure of speech in which two things are compared using the word “like” or “as.” An example of a simile using like occurs in Langston Hughes's poem “Harlem”: “What happens to a dream deferred?/ Does it dry up/ like a raisin in the sun?” 

sonnet 

A lyric poem that is 14 lines long. Italian (or Petrarchan) sonnets are divided into two quatrains and a six-line “sestet,” with the rhyme scheme abba abba cdecde (or cdcdcd). English (or Shakespearean) sonnets are composed of three quatrains and a final couplet, with a rhyme scheme of abab cdcd efef gg. English sonnets are written generally in iambic pentameter. 

spondee 

A metrical foot of two syllables, both of which are long (or stressed). 

stanza 
Two or more lines of poetry that together form one of the divisions of a poem. The stanzas of a poem are usually of the same length and follow the same pattern of meter and rhyme. 

stress 
The prominence or emphasis given to particular syllables. Stressed syllables usually stand out because they have long, rather than short, vowels, or because they have a different pitch or are louder than other syllables. 

synecdoche 
A figure of speech in which a part is used to designate the whole or the whole is used to designate a part. For example, the phrase “all hands on deck” means “all men on deck,” not just their hands. The reverse situation, in which the whole is used for a part, occurs in the sentence “The U.S. beat Russia in the final game,” where the U.S. and Russia stand for “the U.S. team” and “the Russian team,” respectively. 

tanka 
A Japanese poem of five lines, the first and third composed of five syllables and the rest of seven. 

terza rima 
A type of poetry consisting of 10- or 11-syllable lines arranged in three-line “tercets” with the rhyme scheme aba bcb cdc, etc. The poet Dante is credited with inventing terza rima, which he used in his Divine Comedy. Terza rima was borrowed into English by Chaucer, and it has been used by many English poets, including Milton, Shelley, and Auden. 

tetrameter 
A line of poetry that has four metrical feet. 

trochee 
A metrical foot of two syllables, one long (or stressed) and one short (or unstressed). An easy way to remember the trochee is to memorize the first line of a lighthearted poem by Samuel Taylor Coleridge, which demonstrates the use of various kinds of metrical feet: “Trochee/ trips from/ long to/ short.” (The stressed syllables are in bold.) The trochee is the reverse of the iamb. 

trope 
A figure of speech, such as metaphor or metonymy, in which words are not used in their literal (or actual) sense but in a figurative (or imaginative) sense. 

verse 
A single metrical line of poetry, or poetry in general (as opposed to prose).

Common Abbreviations

	A.B.
	Artium Baccalaureus [Bachelor of Arts]

	abbr.
	abbreviation(s), abbreviated

	Acad.
	Academy

	A.D.
	anno Domini [in the year of the Lord]

	alt.
	altitude

	A.M.
	ante meridiem [before noon]; Artium Magister [Master of Arts]

	AM
	amplitude modulation

	Assn.
	Association

	at. no.
	atomic number

	at. wt.
	atomic weight

	Aug.
	August

	Ave.
	Avenue

	AWOL
	absent without leave

	b.
	born, born in

	B.A.
	Bachelor of Arts

	B.C.
	Before Christ

	b.p.
	boiling point

	B.S.
	Bachelor of Science

	Btu
	British thermal unit(s)

	C
	Celsius (centigrade)

	c.
	circa [about]

	cal
	calorie(s)

	Capt.
	Captain

	cent.
	century, centuries

	cm
	centimeter(s)

	co.
	county

	Col.
	Colonel; Colossians

	Comdr.
	Commander

	Corp.
	Corporation

	Cpl.
	Corporal

	cu
	cubic

	d.
	died, died in

	D.C.
	District of Columbia

	Dec.
	December

	dept.
	department

	dist.
	district

	div.
	division

	Dr.
	doctor

	E
	east, eastern

	ed.
	edited, edition, editor(s)

	est.
	established; estimated

	et al.
	et alii [and others]

	F
	Fahrenheit

	Feb.
	February

	fl.
	floruit [flourished]

	fl oz
	fluid ounce(s)

	FM
	frequency modulation

	ft
	foot, feet

	gal.
	gallon(s)

	Gen.
	General, Genesis

	GMT
	Greenwich mean time

	GNP
	gross national product

	GOP
	Grand Old Party (Republican Party)

	Gov.
	governor

	grad.
	graduated, graduated at

	H
	hour(s)

	Hon.
	the Honorable

	hr
	hour(s)

	i.e.
	id est [that is]

	in.
	inch(es)

	inc.
	incorporated

	Inst.
	Institute, Institution

	IRA
	Irish Republican Army

	IRS
	Internal Revenue Service

	Jan.
	January

	Jr.
	Junior

	K
	Kelvin

	kg
	kilogram(s)

	km
	kilometer(s)

	£
	libra [pound], librae [pounds]

	lat.
	latitude

	lb
	libra [pound], librae [pounds]

	Lib.
	Library

	long.
	longitude

	Lt.
	Lieutenant

	Ltd.
	Limited

	m
	meter(s)

	M
	minute(s)

	M.D.
	Medicinae Doctor [Doctor of Medicine]

	mg
	milligram(s)

	mi
	mile(s)

	min
	minute(s)

	mm
	millimeter(s)

	mph
	miles per hour

	Mr.
	Mister (always abbreviated)

	Mrs.
	Mistress (always abbreviated)

	Msgr
	Monsignor

	mt.
	Mount, Mountain

	mts.
	mountains

	Mus.
	Museum

	N
	north; Newton(s)

	NAACP
	National Association for the Advancement of Colored People

	NASA
	National Aeronautics and Space Administration

	NATO
	North Atlantic Treaty Organization

	NE
	northeast

	no.
	number

	Nov.
	November

	OAS
	Organization of American States

	Oct.
	October

	Op.
	Opus [work]

	oz
	ounce(s)

	pl.
	plural

	pop.
	population

	pseud.
	pseudonym

	pt.
	part(s)

	pt
	pint(s)

	pub.
	published; publisher

	qt
	quart(s)

	Rev.
	Revelation; the Reverend

	rev.
	revised

	R.N.
	registered nurse

	rpm
	revolution(s) per minute

	RR
	railroad

	S
	south

	S
	second(s)

	SEATO
	Southeast Asia Treaty Organization

	SEC
	Securities and Exchange Commission

	sec
	second(s); secant

	Sept.
	September

	Ser.
	Series

	Sgt.
	Sergeant

	sq
	square

	Sr.
	Senior

	SSR
	Soviet Socialist Republic

	St.
	Saint; Street

	UNICEF
	United Nations Children's Fund

	uninc.
	unincorporated

	Univ.
	University

	U.S.
	United States

	USA
	United States Army

	USAF
	United States Air Force

	USCG
	United States Coast Guard

	USMC
	United States Marine Corps

	USN
	United States Navy

	USSR
	Union of Soviet Socialist Republics

	VFW
	Veterans of Foreign Wars

	VISTA
	Volunteers in Service to America

	vol.
	volume(s)

	vs.
	versus

	W
	west; watt(s)

	WHO
	World Health Organization 

	wt.
	weight

	yd
	yard(s)

	YMCA
	Young Men's Christian Association

	YWCA
	Young Women's Christian Association


National Spelling Bee

The National Spelling Bee was launched by the Louisville, Kentucky, Courier-Journal in 1925. With competitions, cash prizes, and a trip to the nation's capital, it was hoped the Bee would stimulate “general interest among pupils in a dull subject.” The Scripps Howard News Service took over the Bee in 1941. Over the years the national finals have grown from a mere 9 contestants to about 270. In 2005, 13-year-old Poway, Calif., eighth-grader Anurag Kashyap took home more than $28,000 in cash and prizes for correctly spelling appoggiatura. Here are the winning words that made past spellers into national champions.

Try the daily Fact Monster Spelling Bee.

	· 1925 gladiolus 

· 1926 abrogate 

· 1927 luxuriance 

· 1928 albumen 

· 1929 asceticism 

· 1930 fracas 

· 1931 foulard 

· 1932 knack 

· 1933 propitiatory 

· 1934 deteriorating 

· 1935 intelligible 

· 1936 interning 

· 1937 promiscuous 

· 1938 sanitarium 

· 1939 canonical 

· 1940 therapy 

· 1941 initials 

· 1942 sacrilegious 

· 1943 NO BEE 

· 1944 NO BEE 

· 1945 NO BEE 

· 1946 semaphore 

· 1947 chlorophyll 

· 1948 psychiatry 

· 1949 dulcimer 

· 1950 haruspex 

· 1951 insouciant 

· 1952 vignette 

· 1953 soubrette 

· 1954 transept 

· 1955 custaceology 

· 1956 condominium 

· 1957 schappe 

· 1958 syllepsis 

· 1959 cacolet 

· 1960 troche 

· 1961 smaragdine 

· 1962 esquamulose 

· 1963 equipage 

· 1964 sycophant 

· 1965 eczema
	· 1966 ratoon 

· 1967 chihuahua 

· 1968 abalone 

· 1969 interlocutory 

· 1970 croissant 

· 1971 shalloon 

· 1972 macerate 

· 1973 vouchsafe 

· 1974 hydrophyte 

· 1975 incisor 

· 1976 narcolepsy 

· 1977 cambist 

· 1978 deification 

· 1979 maculature 

· 1980 elucubrate 

· 1981 sarcophagus 

· 1982 psoriasis 

· 1983 Purim 

· 1984 luge 

· 1985 milieu 

· 1986 odontalgia 

· 1987 staphylococci 

· 1988 elegiacal 

· 1989 spoliator 

· 1990 fibranne 

· 1991 antipyretic 

· 1992 lyceum 

· 1993 kamikaze 

· 1994 antediluvian 

· 1995 xanthosis 

· 1996 vivisepulture 

· 1997 euonym 

· 1998 chiaroscurist 

· 1999 logorrhea 

· 2000 demarche 

· 2001 succedaneum 

· 2002 prospicience 

· 2003 pococurante 

· 2004 autochthonous 

· 2005 appoggiatura


Concrete Nouns and Abstract Nouns
A concrete noun names something you can experience with at least one of your senses (sight, hearing, touch, taste, and smell). Most nouns are concrete nouns.

My ice melted in the sun.
Darrel's kitten tore apart the yarn.
Thunder rattled our windows.
An abstract noun names something you cannot experience with your senses. Sometimes abstract nouns are called "idea nouns." 

Sandra's courage and curiosity made her a good explorer.

It's important to have respect in a friendship.
Honesty is usually the best policy.
Pronouns
A pronoun is used in place of a noun or nouns. Common pronouns include he, her, him, I, it, me, she, them, they, us, and we. Here are some examples:

INSTEAD OF: Luma is a good athlete.

She is a good athlete. (The pronoun she replaces Luma.)

INSTEAD OF: The beans and tomatoes are fresh-picked.

They are fresh-picked. (The pronoun they replaces the beans and tomatoes.)

Often a pronoun takes the place of a particular noun. This noun is known as the antecedent. A pronoun "refers to," or directs your thoughts toward, its antecedent.

Let's call Luma and ask her to join the team. (Her is a pronoun; Luma is its antecedent.)

To find a pronoun's antecedent, ask yourself what that pronoun refers to. What does her refer to in the sentence above—that is, who is the her? The her in the sentence is Luma; therefore, Luma is the antecedent.

Subjective Pronouns
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A subjective pronoun acts as the subject of a sentence—it performs the action of the verb. The subjective pronouns are he, I, it, she, they, we, and you.
He spends ages looking out the window.

After lunch, she and I went to the planetarium.

Objective Pronouns
An objective pronoun acts as the object of a sentence—it receives the action of the verb. The objective pronouns are her, him, it, me, them, us, and you.
Cousin Eldred gave me a trombone.

Take a picture of him, not us!
Possessive Pronouns
A possessive pronoun tells you who owns something. The possessive pronouns are hers, his, its, mine, ours, theirs, and yours.
The red basket is mine.
Yours is on the coffee table.

Demonstrative Pronouns
A demonstrative pronoun points out a noun. The demonstrative pronouns are that, these, this, and those.
That is a good idea.

These are hilarious cartoons.

A demonstrative pronoun may look like a demonstrative adjective, but it is used differently in a sentence: it acts as a pronoun, taking the place of a noun.

Interrogative Pronouns
An interrogative pronoun is used in a question. It helps to ask about something. The interrogative pronouns are what, which, who, whom, and compound words ending in "ever," such as whatever, whichever, whoever, and whomever.
What on earth is that?

Who ate the last Fig Newton?

An interrogative pronoun may look like an interrogative adjective, but it is used differently in a sentence: it acts as a pronoun, taking the place of a noun.

Indefinite Pronouns
An indefinite pronoun refers to an indefinite, or general, person or thing. Indefinite pronouns include all, any, both, each, everyone, few, many, neither, none, nothing, several, some, and somebody.
Something smells good.

Many like salsa with their chips.

An indefinite pronoun may look like an indefinite adjective, but it is used differently in a sentence: it acts as a pronoun, taking the place of a noun.

Relative Pronouns
A relative pronoun introduces a clause, or part of a sentence, that describes a noun. The relative pronouns are that, which, who, and whom.
You should bring the book that you love most.

That introduces "you love most," which describes the book.

Hector is a photographer who does great work.

Who introduces "does great work," which describes Hector.

Reflexive Pronouns
A reflexive pronoun refers back to the subject of a sentence. The reflexive pronouns are herself, himself, itself, myself, ourselves, themselves, and yourselves. Each of these words can also act as an intensive pronoun (see below).

I learned a lot about myself at summer camp. (Myself refers back to I.)

They should divide the berries among themselves. (Themselves refers back to they.)

Intensive Pronouns
An intensive pronoun emphasizes its antecedent (the noun that comes before it). The intensive pronouns are herself, himself, itself, myself, ourselves, themselves, and yourselves. Each of these words can also act as a reflective pronoun (see above).

I myself don't like eggs.

The queen herself visited our class.

Verbs
A verb tells about an action or a state of being. There are three types of verbs: action, linking, and auxiliary.

Action Verbs
An action verb expresses action. It tells what a person or a thing does.

Muskrats swim in marshes.

We built a fantastic sandcastle.

To find out whether a word is an action verb, ask yourself whether that word expresses something you can do. Can you muskrat? No! Can you marsh? No. But can you swim? Yes—swim is an action verb.

Linking Verbs
A linking verb links the subject of the sentence with information about it. Sometimes linking verbs are called "state-of-being verbs."

	


Jeremy is tired.

This apple tastes so sweet.

In the first sentence, is links Jeremy to information about him-the fact that he is tired. That is his state of being.

In the second sentence, tastes links apple to information about it—its sweetness. Did you think taste was an action verb? Well, it is—when the subject is doing the tasting. But here, the apple isn't doing any tasting. The apple itself tastes sweet. That is its state of being.

Auxiliary Verbs
An auxiliary verb goes with another verb. Sometimes auxiliary verbs are called "helping verbs" because they introduce or "help out" the main verb.

Ms. Sothros is reading our stories.

We should dig for buried treasure.

In the first sentence, the auxiliary verb, is, helps out the main verb, reading, by telling when the action is taking place—right now.

In the second sentence, the auxiliary verb, should, helps out the main verb, dig, by telling about its importance—digging must be important, if it is something that should happen.

Note that you can't is or should. This reminds you that they are not action verbs.

Be, have, and do are the most common auxiliary verbs. Other common auxiliary verbs include can, could, should, would, may, might, and must.
Check Its Function!
In English, the same word can have different functions. For instance, paint can be a verb or a noun. Here are some examples.

Let's paint the garage.

We brought paint to school.

In the first sentence, paint is a verb—it is something you can do. In the second sentence, paint is a noun—it is a thing.

Our rabbits live in a hutch.

Luis sang before a live audience.

In the first sentence, live is a verb—it is something you can do. In the second sentence, live is an adjective—it describes something.

Smile, dance, contact, ski, color, and research are just a few of the many other English words that can have different functions.

Adjectives
An adjective modifies a noun or pronoun. In this case, "modifies" means "tells more about." Adjectives are words that describe things.
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I planted orange flowers in the round pot.

The long-eared rabbit nibbled the little carrots.

Adjectives can answer the question "What kind?" (orange flowers; little carrots)

Possessive Adjectives
A possessive adjective modifies a noun by telling whom it belongs to. It answers the question "Whose?" Possessive adjectives include his, her, its, my, our, their, and your.
You can share my rice.

Have you seen their house?

Demonstrative Adjectives
The demonstrative adjectives that, these, this, those, and what answer the question "Which?"

I'm going to open that present.

Those socks look warm.

A demonstrative adjective may look like a demonstrative pronoun, but it is used differently in the sentence: it is an adjective, used to modify a noun or pronoun.

Interrogative Adjectives
The interrogative adjectives what and which are used in a question. They help to ask about something.

What movie do you want to see?

Which leaves turn color first?

An interrogative adjective may look like an interrogative pronoun, but it is used differently in the sentence: it is an adjective, used to modify a noun or pronoun.

Indefinite Adjectives
An indefinite adjective gives indefinite, or general, information. Often, it answers the question "How much?" Some common indefinite adjectives are all, any, each, every, few, many, and some.
Many children like dinosaurs.

Did you want some bananas?

An indefinite adjective may look like an indefinite pronoun, but it is used differently in the sentence: it is an adjective, used to modify a noun or pronoun.

Adverbs
An adverb modifies a verb, an adjective, or another adverb. In this case, "modifies" means "tells more about." An adverb tells more about how the verb is being done. Many adverbs end in "-ly."
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Susan writes quickly and well.
Herbie will visit tomorrow.
Let's go home.
That was a very funny joke.

Adverbs can answer questions like these: "How?" (quickly and well) "When?" (tomorrow) "Where?" (home) "To what extent?" (very funny)

Interrogative Adverbs
An interrogative adverb asks a question. The interrogative adverbs are how, when, where, and why. 

How did you get here?

Where are you going next?

Conjunctive Adverbs
A conjunctive adverb joins two ideas. It can give emphasis to one of the ideas, or answer the question "How are they related?" Some common conjunctive adverbs are besides, however, indeed, moreover, nevertheless, otherwise, and therefore.
I am allergic to cats; nevertheless, I love them.

It might rain later; therefore, we should pack our umbrellas.

A semicolon is used before a conjunctive adverb, and a comma is used after it.

Prepositions
A preposition links a noun, pronoun, or phrase to another part of a sentence. Because many pronouns show direction, some say that "a preposition is anywhere a cat can go."
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The cat walked across the couch.

The cat leaned against the couch.

The cat strolled along the couch.

The cat sneaked around the couch.

The cat leapt at the couch.

The cat crept behind the couch.

The cat hid below the couch.

The cat scampered beneath the couch.

The cat leaned beside the couch.

The cat tip-toed by the couch.

The cat crawled inside the couch.

The cat strutted near the couch.

The cat jumped off the couch.

The cat marched over the couch.

The cat rambled past the couch.

The cat plodded to the couch.

The cat stalked toward the couch.

The cat wiggled underneath the couch.

The cat settled upon the couch.

The cat snuggled within the couch.

A preposition leads to an object, which is the part of the sentence that receives the action of the verb. The preposition also tells how the object is related to the rest of the sentence.

The cat walked across the couch.

The couch is the object, because it receives the action of the verb—the walking. The preposition, across, tells how the couch is related to the rest of the sentence. It links the fact that the cat walked with information about where it walked: across the couch.
Prepositions can help show not just where something took place, but how and when. Besides the ones listed above, some common prepositions are about, after, among, between, beyond, but, despite, during, for, of, since, through, until, and without.

Conjunctions
Conjunctions connect words or groups of words.

Coordinating Conjunctions
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A coordinating conjunction is a word that connects two words or two groups of words that are used in the same way—that is, they are the same part of speech or they are grammatically alike. The coordinating conjunctions are and, but, for, nor, or, so, and yet.
Do you want to play checkers or cards?

We're going to be Calvin and Hobbes this Halloween.

Correlative Conjunctions
Correlative conjunctions are always used in pairs. They connect two words or two groups of words that are used in the same way—that is, they are the same part of speech or they are grammatically alike. They include both . . . and; either . . . or; neither . . . nor; not only . . . but; and whether . . . or. 

Both Andy and Rex are coming to dinner.

I would like either a red marker or an orange marker.

Subordinating Conjunctions
A subordinating conjunction is a word that connects two groups of words that are not used in the same way—that is, they are not the same part of speech and they are not grammatically alike. Some common subordinating conjunctions are after, because, before, how, if, since, than, though, until, when, where, and while.
Bobby played in the park until it got dark.

The movie was funnier than I had expected.

Sometimes a subordinating conjunction comes at the beginning of a sentence.

Since you are here, let's rehearse.

After Margaret had lunch, she took a nap.

Interjections
An interjection expresses an emotion. It might show excitement or surprise.
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Wow! That is a giant pumpkin!

Ouch, you stepped on my toe!

Yippee! We won!

Whoa! Hold your horses!

Bravo, you did a great job!

An interjection often appears at the beginning of a sentence. It is usually followed by an exclamation point or a comma.

Spelling Plural Nouns
Here are some general rules for spelling plural nouns.

	Nouns
	Plural
	Examples

	Most nouns
	add s
	book, books; cup, cups; sprout, sprouts

	Most nouns that end in ch, sh, s, x, or z 
	add es
	box, boxes; bus, buses; prize, prizes

	Most nouns that end in a vowel and y
	add s
	boy, boys; day, days; key, keys

	Most nouns that end in a consonant and y
	y becomes ies
	baby, babies; country, countries; spy, spies

	Most nouns that end in f or fe
	f or fe becomes ves
	elf, elves; loaf, loaves; thief, thieves

	Most nouns that end in o
	add s
	kangaroo, kangaroos; piano, pianos; video, videos

	Certain nouns that end in a consonant and o 
	add es
	hero, heroes; potato, potatoes; volcano, volcanoes


Some Exceptions
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Certain English nouns change a vowel sound when they become plural. These include goose, geese; man, men; mouse, mice; and tooth, teeth.
Some nouns don't change at all when they become plural. These include deer, fish, sheep, and species.
A few nouns have plural forms that are left from Old English. These include child, children and ox, oxen.

Spelling the “Seed” Sound
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It's easy to remember how to spell the "seed" sound when the word refers to seed that comes from a plant. That "seed" sound is always spelled s-e-e-d: birdseed, cottonseed, flaxseed, linseed, poppyseed, pumpkinseed, and so on.

But what about the other "seed" sounds?

Only one English word ends in sede: supersede.

Three English words end in ceed: exceed, proceed, and succeed.

All other English words that end in the "seed" sound are spelled with cede: intercede, precede, recede, secede, and so on.

Hard and Soft C and G
The letters c and g can make spelling tricky. Each of these letters has a hard sound

hard c sound (kuh): cat, cup
hard g sound (guh): gap, goat
as well as a soft sound.

soft c sound (suh): cell, city
soft g sound (juh): gerbil, gym
Usually, a c or g sound is hard or soft depending on the vowel that follows it. Here's the general rule:

When c or g meets a, o, or u, its sound is hard.

cap, cave, colt, comedy, curly, cuddle
gas, gather, goblet, goddess, gum, gutter
When c or g meets e, i, or y, its sound is soft.

census, center, circle, citizen, cycle, cymbal
gel, general, giant, ginger, gypsy, gyrate
Easily Confused Words
allusion / illusion

Allusion is a noun that means an indirect reference: “The speech made allusions to the final report.” 

Illusion is a noun that means a misconception: “The policy is designed to give an illusion of reform.” 

alternately / alternatively 
Alternatively is an adverb that means on the other hand; one or the other: “You can choose a large bookcase or, alternatively, you can buy two small ones.”

amusement park / theme park
An amusement park, a noun, is a place where people go to have fun. It has games, food, rides, and shows for entertainment.

A theme park, a noun, is an amusement park with a theme, a subject that everything in the park has in common. The rides, games, and shows all deal with this subject in some way. At Disney World, a famous theme park, everything has some connection to the Disney characters.

beside / besides
Beside is a preposition that means next to: “Stand here beside me. ”

Besides is an adverb that means also: “Besides, I need to tell you about the new products my company offers.”

bimonthly / semimonthly
Bimonthly is an adjective that means every two months: “I brought the cake for the bimonthly office party.” Bimonthly is also a noun that means a publication issued every two months: “The bimonthly magazine will soon become a monthly publication.”

Semimonthly is an adjective that means happening twice a month: “We have semimonthly meetings on the 1st and the 15th.”

cite / site
Cite is a verb that means to quote as an authority or example: “I cited several eminent scholars in my study of water resources.” It also means to recognize formally: “The public official was cited for service to the city.” It can also mean to summon before a court of law: “Last year the company was cited for pollution violations.” 

Site is a noun meaning location: “They chose a new site for the factory just outside town.”

cologne / perfume
Cologne, a noun, is a scented liquid made from alcohol and fragrant oils.

Perfume, a noun, is a quickly evaporating scented oil either obtained from flowers or manmade. It is more concentrated (stronger) and much more expensive than cologne.

complement / compliment
Complement is a noun or verb that means something that completes or makes up a whole: “The red sweater is a perfect complement to the outfit.” 

Compliment is a noun or verb that means an expression of praise or admiration: “I received many compliments about my new outfit.”

concurrent / consecutive
Concurrent is an adjective that means simultaneous or happening at the same time as something else: “The concurrent strikes of several unions crippled the economy.” 

Consecutive means successive or following one after the other: “The union called three consecutive strikes in one year.”

connote / denote
Connote is a verb that means to imply or suggest: “The word ‘espionage’ connotes mystery and intrigue.” 

Denote is a verb that means to indicate or refer to specifically: “The symbol for ‘pi’ denotes the number 3.14159.”

dinner / supper
Dinner, a noun, is always the main meal of the day, whether it is eaten at noon or in the evening.

Supper, a noun, is eaten only in the evening, whether it is a large or small meal.

discreet / discrete
Discreet is an adjective that means prudent, circumspect, or modest: “Their discreet comments about the negotiations led the reporters to expect an early settlement.” 

Discrete is an adjective that means separate or individually distinct: “Each company in the conglomerate operates as a discrete entity.”

disinterested / uninterested
Disinterested is an adjective that means unbiased or impartial: “We appealed to the disinterested mediator to facilitate the negotiations.” 

Uninterested is an adjective that means not interested or indifferent: “They seemed uninterested in our offer.”

dough / batter
Dough, a noun, is a thick mixture of flour, liquid, and other ingredients that is usually rolled or shaped into bread and other baked goods.

Batter, a noun, is a thinner mixture than dough and is made of flour and liquid. Batter can be poured into pans to make pancakes, biscuits, and cakes.

Earth / universe
Earth the planet on which we live, is the third planet from the sun in our solar system.

The universe includes everything that exists, including all the planets, the stars, and space.

emigrant / immigrant / migrant 
Emigrant is a noun that means one who leaves one's native country to settle in another: “The emigrants spent four weeks aboard ship before landing in Los Angeles.”

Immigrant is a noun that means one who enters and settles in a new country: “Most of the immigrants easily found jobs.” 

Migrant is a noun that means one who travels from one region to another, especially in search of work: “The migrants worked in the strawberry fields on the west coast, then traveled east to harvest wheat.”

envy / jealousy
Envy, a noun, is the desire to have something that another person has and the feelings of resentment or unhappiness at the person's having it. For example, you may feel envy when someone you know gets something you've always wanted.

Jealousy, a noun, is like envy but includes suspicion. Jealousy is often associated with competition, especially in love. Sometimes you may be jealous of a brother or sister because you think your parents love him or her more than they love you.

farther / further
Farther is an adjective and adverb that means to or at a more distant point: “We drove 50 miles today; tomorrow, we will travel 100 miles farther.”

Further is an adjective and adverb that means to or at a greater extent or degree: “We won't be able to suggest a solution until we are further along in our evaluation of the problem.” It can also mean in addition or moreover: “They stated further that they would not change the policy.”

Few / less
Few is an adjective that means small in number. It is used with countable objects: “This department has few employees.”

Less is an adjective that means small in amount or degree. It is used with objects of indivisible mass: “Which jar holds less water?”

figuratively / literally
Figuratively is an adverb that means metaphorically or symbolically: “Happening upon the shadowy figure, they figuratively jumped out of their shoes.” 

Literally is an adverb that means word for word or according to the exact meaning of the words: “I translated the Latin passage literally.”

foreword / forward
Foreword is a noun that means an introductory note or preface: “In my foreword I explained my reasons for writing the book.” 

Forward is an adjective or adverb that means toward the front: “I sat in the forward section of the bus. Please step forward when your name is called.” Forward is also a verb that means to send on: “Forward the letter to the customer's new address.”

hanged / hung
Hanged is the past tense and past participle of hang when the meaning is to execute by suspending by the neck: “They hanged the prisoner for treason.” “The convicted killer was hanged at dawn.”

Hung is the past tense and participle of hang when the meaning is to suspend from above with no support from below: “I hung the painting on the wall.” “The painting was hung at a crooked angle.”

information / knowledge
Information, a noun, is a fact or knowledge about a specific event or subject.

Knowledge, a noun, means having information and understanding it through experience.

it's / its
It's is a contraction for it is, whereas its is the possessive form of it: “It's a shame that we cannot talk about its size.”

laid / lain / lay 
Laid is the past tense and the past participle of the verb lay and not the past tense of lie. 

Lay is the past tense of the verb lie and lain is the past participle: “He laid his books down and lay down on the couch, where he has lain for an hour.”

melody / tune
A melody, which is a noun, is a group of notes in a certain order that results in a sweet or agreeable sound.

A tune, a which is a noun, is an easily remembered melody.

part / portion
Part, a noun, is piece of something that has been divided. When all the pieces are put together, they equal a whole.

A portion, a noun, is a share or part used or given in a specific way.

passport / visa
A passport, which is a noun, is a document, usually a booklet, that states a person's official identity and citizenship and allows that person to visit another country.

A visa, which is a noun, is stamped on a passport. It shows that the passport has been examined by the officials of a country and permits entry into that country.

principal / principle 
Principal is a noun that means a person who holds a high position or plays an important role: “The school principal has 20 years of teaching experience. The principals in the negotiations will meet tomorrow at 10 o'clock.” It also means a sum of money on which interest accrues: “The depositors were guaranteed they would not lose their principal.” Principal is also an adjective that means chief or leading: “The necessity of moving to another city was the principal reason I turned down the job offer.” 

Principle is a noun that means a rule or standard: “They refused to compromise their principles.”

soap / detergent
Soap, a noun, is a cleansing agent that comes from natural fats and oils.

Detergent, a noun, is a cleansing agent that is usually made from synthetic, or manmade, products.

stationary / stationery
Stationary is an adjective that means fixed or unmoving: “They maneuvered around the stationary barrier in the road.” 

Stationery is a noun that means writing materials: “We printed the letters on company stationery.”

Capitalization
From Webster's II New Riverside University Dictionary. © 1984 by Houghton Mifflin Company.

This section discusses and illustrates the basic conventions of American capitalization.
Capitalize the following:

1. The first word of a sentence: Some spiders are poisonous; others are not. Are you my new neighbor? 

2. The first word of a direct quotation, except when the quotation is split: Joyce asked, “Do you think that the lecture was interesting?” “No,” I responded, “it was very boring.” Tom Paine said, “The sublime and the ridiculous are often so nearly related that it is difficult to class them separately.” 

3. The first word of each line in a poem in traditional verse: Half a league, half a league,/Half a league onward,/All in the valley of Death/Rode the six hundred.—Alfred, Lord Tennyson 

4. The names of people, of organizations and their members, of councils and congresses, and of historical periods and events: Marie Curie, Benevolent and Protective Order of Elks, an Elk, Protestant Episcopal Church, an Episcopalian, the Democratic Party, a Democrat, the Nuclear Regulatory Commission, the U.S. Senate, the Middle Ages, World War I, the Battle of Britain. 

5. The names of places and geographic divisions, districts, regions, and locales: Richmond, Vermont, Argentina, Seventh Avenue, London Bridge, Arctic Circle, Eastern Hemisphere, Continental Divide, Middle East, Far North, Gulf States, East Coast, the North, the South Shore. Do not capitalize words indicating compass points unless a specific region is referred to: Turn north onto Interstate 91. 

6. The names of rivers, lakes, mountains, and oceans: Ohio River, Lake Como, Rocky Mountains, Atlantic Ocean. 

7. The names of ships, aircraft, satellites, and space vehicles: U.S.S. Arizona, Spirit of St. Louis, the spy satellite Ferret-D, Voyager II, the space shuttle Challenger. 

8. The names of nationalities, races, tribes, and languages: Spanish, Maori, Bantu, Russian. 

9. Words derived from proper names, except in their extended senses: the Byzantine Empire. But: byzantine office politics. 

10. Words indicating family relationships when used with a person's name as a title: Aunt Toni and Uncle Jack. But: my aunt and uncle, Toni and Jack Walker. 

11. A title (i.e., civil, judicial, military, royal and noble, religious, and honorary) when preceding a name: Justice Marshall, General Jackson, Mayor Daley, Queen Victoria, Lord Mountbatten, Pope John Paul II, Professor Jacobson, Senator Byrd. 

12. References to specific presidents and vice presidents of the United States, but lower case references that are general: Vice President John Adams went on to become our second president. 

13. All key words in titles of literary, dramatic, artistic, and musical works: the novel The Old Man and the Sea, the short story “Notes from Underground,” an article entitled “On Passive Verbs,” James Dickey's poem “In the Tree House at Night,” the play Cat on a Hot Tin Roof, Van Gogh's Wheat Field and Cypress Trees, Beethoven's Emperor Concerto. 

14. The in the title of a newspaper if it is a part of the title: The Wall Street Journal. But: the New York Daily News. 

15. The first word in the salutation and in the complimentary close of a letter: My dear Carol, Yours sincerely. 

16. Epithets and substitutes for the names of people and places: Old Hickory, Old Blood and Guts, The Oval Office, the Windy City. 

17. Words used in personifications: When is not Death at watch/Within those secret waters?/What wants he but to catch/Earth's heedless sons and daughters?—Edmund Blunden 

18. The pronoun I: I told them that I had heard the news. 

19. Names for the Deity and sacred works: God, the Almighty, Jesus, Allah, the Supreme Being, the Bible, the Qu'ran, the Talmud. 

20. Days of the week, months of the year, holidays, and holy days: Tuesday, May, Independence Day, Passover, Ramadan, Christmas. 

21. The names of specific courts: the Supreme Court of the United States, the Massachusetts Appeals Court, the United States Court of Appeals for the First Circuit. 

22. The names of treaties, accords, pacts, laws, and specific amendments: Panama Canal Treaty, Treaty of Paris, Geneva Accords, Warsaw Pact countries, Sherman Antitrust Law, Labor Management Relations Act, took the Fifth Amendment. 

23. Registered trademarks and service marks: Day-Glo®, Comsat®. 

24. The names of geologic eras, periods, epochs, and strata and the names of prehistoric divisions: Paleozoic Era, Precambrian, Pleistocene, Age of Reptiles, Bronze Age, Stone Age. 

25. The names of constellations, planets, and stars: Milky Way, Southern Crown, Saturn, Jupiter, Uranus, Polaris. 

26. Genus but not species names in binomial nomenclature: Rana pipiens. 

27. New Latin names of classes, families, and all groups higher than genera in botanical and zoological nomenclature: Nematoda. Do not capitalize derivatives from such names: nematodes. 

28. Many abbreviations and acronyms: Dec., Tues., Lt. Gen., M.F.A., UNESCO, MIRV.

Italicization
From Webster's II New Riverside University Dictionary. © 1984 by Houghton Mifflin Company.

This section discusses and illustrates the basic conventions of American Italicization.
Use italics to:

1. Indicate titles of books, plays, and epic poems: War and Peace, The Importance of Being Earnest, Paradise Lost. 

2. Indicate titles of magazines and newspapers: New York magazine, The Wall Street Journal, the New York Daily News. 

3. Set off the titles of motion pictures and radio and television programs: Star Wars, All Things Considered, Masterpiece Theater. 

4. Indicate titles of major musical compositions: Handel's Messiah, Adam's Giselle. 

5. Set off the names of paintings and sculpture: Mona Lisa, Pietà. 

6. Indicate words, letters, or numbers that are referred to: The word hiss is onomatopoeic. Can't means won't in your lexicon. You form your n's like u's. A 6 looks like an inverted 9. 

7. Indicate foreign words and phrases not yet assimilated into English: C'est la vie was the response to my complaint. 

8. Indicate the names of plaintiff and defendant in legal citations: Roe v. Doe. 

9. Emphasize a word or phrase: When you appear on the national news, you are somebody. Use this device sparingly. 

10. Distinguish New Latin names of genera, species, subspecies, and varieties in botanical and zoological nomenclature: Homo sapiens. 

11. Set off the names of ships and aircraft: U.S.S. Arizona, Spirit of St. Louis.
Punctuation
	Apostrophe
Brackets
Colon
Comma
Dash
Ellipses
Exclamation Point
Hyphen
Parentheses
Period
Question Mark
Quotation Marks
Semicolon
Virgule


Apostrophe
1. Indicates the possessive case of singular and plural nouns, indefinite pronouns, and surnames combined with designations such as Jr., Sr., and II: my sister's husband, my three sisters' husbands, anyone's guess, They answer each other's phones, John Smith, Jr.'s car. 

2. Indicates joint possession when used with the last of two or more nouns in a series: Doe and Roe's report. 

3. Indicates individual possession or authorship when used with each of two or more nouns in a series: Smith's, Roe's, and Doe's reports. 

4. Indicates the plurals of words, letters, and figures used as such: 60's and 70's; x's, y's, and z's. 

5. Indicates omission of letters in contractions: aren't, that's, o'clock. 

6. Indicates omission of figures in dates: the class of '63

Brackets
1. Enclose words or passages in quoted matter to indicate insertion of material written by someone other than the author: A tough but nervous, tenacious but restless race [the Yankees]; materially ambitious, yet prone to introspection. …—Samuel Eliot Morison 

2. Enclose material inserted within matter already in parentheses: (Vancouver [B.C.] January 1, 19—).

Colon
1. Introduces words, phrases, or clauses that explain, amplify, or summarize what has gone before: Suddenly I realized where we were: Rome.  “There are two cardinal sins from which all the others spring: impatience and laziness.”—Franz Kafka 

2. Introduces a long quotation: In his original draft of the Declaration of Independence, Jefferson wrote: “We hold these truths to be sacred and undeniable; that all men are created equal and independent, that from that equal creation they derive rights inherent and inalienable…” 

3. Introduces a list: We need the following items: pens, paper, pencils, blotters, and erasers. 

4. Separates chapter and verse numbers in Biblical references: James 1:4. 

5. Separates city from publisher in footnotes and bibliographies: Chicago: Riverside Press, 1983. 

6. Separates hour and minute(s) in time designations: 9:30 a.m., a 9:30 meeting. 

7. Follows the salutation in a business letter: Sir or Madam:

Comma
1. Separates the clauses of a compound sentence connected by a coordinating conjunction: A difference exists between the musical works of Handel and Haydn, and it is a difference worth noting.  The comma may be omitted in short compound sentences: I heard what you said and I am furious. I got out of the car and I walked and walked. 

2. Separates and or or from the final item in a series of three or more (optional): Red, yellow, and blue may be mixed to produce all colors. 

3. Separates two or more adjectives modifying the same noun if and could be used between them without altering the meaning: a solid, heavy gait. But: a polished mahogany dresser. 

4. Sets off nonrestrictive clauses or phrases (i.e., those that if eliminated would not affect the meaning of the sentences): The burglar, who had entered through the patio, went straight to the silver chest.  The comma should not be used when a clause is restrictive (i.e., essential to the meaning of the sentence): The burglar who had entered through the patio went straight to the silver chest; the other burglar searched for the wall safe. 

5. Sets off words or phrases in apposition to a noun or noun phrase: Plato, the famous Greek philosopher, was a student of Socrates.  The comma should not be used if such words or phrases precede the noun: The Greek philosopher Plato was a student of Socrates. 

6. Sets off transitional words and short expressions that require a pause in reading or speaking: Unfortunately, my friend was not well traveled. Did you, after all, find what you were looking for? I live with my family, of course. 

7. Sets off words used to introduce a sentence: No, I haven't been to Paris. Well, what do you think we should do now? 

8. Sets off a subordinate clause or a long phrase that precedes a principal clause: By the time we found the restaurant, we were starved. Of all the illustrations in the book, the most striking are those of the tapestries. 

9. Sets off short quotations and sayings: The candidate said, “Actions speak louder than words.” “Talking of axes,” said the Duchess, “chop off her head.”—Lewis Carroll 

10. Indicates omission of a word or words: To err is human; to forgive, divine. 

11. Sets off the year from the month in full dates: Nicholas II of Russia was shot on July 16, 1918.  But note that when only the month and the year are used, no comma appears: Nicholas II of Russia was shot in July 1918. 

12. Sets off city and state in geographic names: Atlanta, Georgia, is the transportation center of the South. 34 Beach Drive, Bedford, VA 24523. 

13. Separates series of four or more figures into thousands, millions, etc.: 67,000; 200,000. 

14. Sets off words used in direct address: “I tell you, folks, all politics is applesauce.”—Will Rogers. Thank you for your expert assistance, Dolores. 

15. Separates a tag question from the rest of a sentence: You forgot your keys again, didn't you? 

16. Sets off sentence elements that could be misunderstood if the comma were not used: Some time after, the actual date for the project was set. 

17. Follows the salutation in a personal letter and the complimentary close in a business or personal letter: Dear Jessica, Sincerely yours, Fred. 

18. Sets off titles and degrees from surnames and from the rest of a sentence: Walter T. Prescott, Jr.; Gregory A. Rossi, S.J.; Susan P. Green, M.D., presented the case.

Dash
1. Indicates a sudden break or abrupt change in continuity: “If—if you'll just let me ex-plain—” the student stammered. And the problem—if there really is one—can then be solved. 

2. Sets apart an explanatory, a defining, or an emphatic phrase: Foods rich in protein—meat, fish, and eggs—should be eaten on a daily basis.  More important than winning the election, is governing the nation. That is the test of a political party—the acid, final test.—Adlai E. Stevenson 

3. Sets apart parenthetical matter: Wolsey, for all his faults—and he had many—was a great statesman, a man of natural dignity with a generous temperament…—Jasper Ridley 

4. Marks an unfinished sentence: “But if my bus is late—” he began. 

5. Sets off a summarizing phrase or clause: The vital measure of a newspaper is not its size but its spirit—that is its responsibility to report the news fully, accurately, and fairly.—Arthur H. Sulzberger 

6. Sets off the name of an author or source, as at the end of a quotation: A poet can survive everything but a misprint.—Oscar Wilde

Ellipses
1. Indicate, by three spaced points, omission of words or sentences within quoted matter: Equipped by education to rule in the nineteenth century, … he lived and reigned in Russia in the twentieth century.—Robert K. Massie 

2. Indicate, by four spaced points, omission of words at the end of a sentence: The timidity of bureaucrats when it comes to dealing with … abuses is easy to explain. …—New York 

3. Indicate, when extended the length of a line, omission of one or more lines of poetry: 

Roll on, thou deep and dark blue ocean—roll!
. . . . . . . . . . . . . . . . . . . . .
Man marks the earth with ruin—his control
Stops with the shore.—Lord Byron

4. Are sometimes used as a device, as for example, in advertising copy: 

Exclamation Point
1. Terminates an emphatic or exclamatory sentence: Go home at once! You've got to be kidding! 

2. Terminates an emphatic interjection: Encore!

Hyphen
1. Indicates that part of a word of more than one syllable has been carried over from one line to the next: 

During the revolution, the nation was be-
set with problems—looting, fighting, and famine.

2. Joins the elements of some compounds: great-grandparent, attorney-at-law, ne'er-do-well. 

3. Joins the elements of compound modifiers preceding nouns: high-school students, a fire-and-brimstone lecture, a two-hour meeting. 

4. Indicates that two or more compounds share a single base: four- and six-volume sets, eight- and nine-year olds. 

5. Separates the prefix and root in some combinations; check a dictionary when in doubt about the spelling: anti-Nazi, re-elect, co-author, re-form/reform, re-cover/recover, re-creation/recreation. 

6. Substitutes for the word to between typewritten inclusive words or figures: pp. 145–155, the Boston–New York air shuttle. 

7. Punctuates written-out compound numbers from 21 through 99: forty-six years of age, a person who is forty-six, two hundred fifty-nine dollars.

Parenthesis
1. Enclose material that is not essential to a sentence and that if not included would not alter its meaning: After a few minutes (some say less) the blaze was extinguished. 

2. Often enclose letters or figures to indicate subdivisions of a series: A movement in sonata form consists of the following elements: (1) the exposition, (2) the development, and (3) the recapitulation. 

3. Enclose figures following and confirming written-out numbers, especially in legal and business documents: The fee for my services will be two thousand dollars ($2,000.00). 

4. Enclose an abbreviation for a term following the written-out term, when used for the first time in a text: The patient is suffering from acquired immune deficiency syndrome (AIDS).

Period
1. Terminates a complete declarative or mild imperative sentence: There could be no turning back as war's dark shadow settled irrevocably across the continent of Europe.—W. Bruce Lincoln. Return all the books when you can. Would you kindly affix your signature here. 

2. Terminates sentence fragments: Gray clouds—and what looks like a veil of rain falling behind the East German headland. A pair of ducks. A tired or dying swan, head buried in its back feathers, sits on the sand a few feet from the water's edge.—Anthony Bailey 

3. Follows some abbreviations: Dec., Rev., St., Blvd., pp., Co.

Question Mark
1. Punctuates a direct question: Have you seen the new play yet? Who goes there? But: I wonder who said “Nothing is easy in war.” I asked if they planned to leave. 

2. Indicates uncertainty: Ferdinand Magellan (1480?–1521), Plato (427?–347 B.C.).

Quotation Marks
1. Double quotation marks enclose direct quotations: “What was Paris like in the Twenties?” our daughter asked. “Ladies and Gentlemen,” the Chief Usher said, “the President of the United States.” Robert Louis Stevenson said that “it is better to be a fool than to be dead.” When advised not to become a lawyer because the profession was already overcrowded, Daniel Webster replied, “There is always room at the top.” 

2. Double quotation marks enclose words or phrases to clarify their meaning or use or to indicate that they are being used in a special way: This was the border of what we often call “the West” or “the Free World.” “The Windy City” is a name for Chicago. 

3. Double quotation marks set off the translation of a foreign word or phrase: die Grenze, “the border.” 

4. Double quotation marks set off the titles of series of books, of articles or chapters in publications, of essays, of short stories and poems, of individual radio and television programs, and of songs and short musical pieces: “The Horizon Concise History” series; an article entitled “On Reflexive Verbs in English”; Chapter Nine, “The Prince and the Peasant”; Pushkin's “The Queen of Spades”; Tennyson's “Ode on the Death of the Duke of Wellington”; “The Bob Hope Special”; Schubert's “Death and the Maiden.” 

5. Single quotation marks enclose quotations within quotations: The blurb for the piece proclaimed, “Two years ago at Geneva, South Vietnam was virtually sold down the river to the Communists. Today the spunky little…country is back on its own feet, thanks to ‘a mandarin in a sharkskin suit who's upsetting the Red timetable.’”—Frances FitzGerald 

Put commas and periods inside quotation marks; put semicolons and colons outside. Other punctuation, such as exclamation points and question marks, should be put inside the closing quotation marks only if part of the matter quoted.

Semicolon
1. Separates the clauses of a compound sentence having no coordinating conjunction: Do not let us speak of darker days; let us rather speak of sterner days.—Winston Churchill 

2. Separates the clauses of a compound sentence in which the clauses contain internal punctuation, even when the clauses are joined by conjunctions: Skis in hand, we trudged to the lodge, stowed our lunches, and donned our boots; and the rest of our party waited for us at the lifts. 

3. Separates elements of a series in which items already contain commas: Among those at the diplomatic reception were the Secretary of State; the daughter of the Ambassador to the Court of St. James's, formerly of London; and two United Nations delegates. 

4. Separates clauses of a compound sentence joined by a conjunctive adverb, such as however, nonetheless, or hence: We insisted upon a hearing; however, the Grievance Committee refused. 

5. May be used instead of a comma to signal longer pauses for dramatic effect: But I want you to know that when I cross the river my last conscious thought will be of the Corps; and the Corps; and the Corps.—General Douglas MacArthur

Virgule
1. Separates successive divisions in an extended date: fiscal year 1998/99. 

2. Represents per: 35 km/hr, 1,800 ft./sec. 

3. Means or between the words and and or: Take water skis and/or fishing equipment when you visit the beach this summer. 

4. Separates two or more lines of poetry that are quoted and run in on successive lines of a text: The student actress had a memory lapse when she came to the lines “Double, double, toil and trouble/Fire burn and cauldron bubble/Eye of newt and toe of frog/Wool of bat and tongue of dog” and had to leave the stage in embarrassment.

What we discussed in the last issue on "The Beware Factor" has been amply demonstrated in the recent ad on TV by Nokia.

The power of negative imaging generates fear in the hiring manager – and it is a power that is abundantly & universally present among all professionals. Hiring manager, therefore, tend not to select people who appear better than them

One notable exception was Henry Rockefeller. He was asked by a news magazine as to what was the secret of his success.
"I always select professionals better than me."

The stark reality is that almost cent per cent of hiring managers either go for a professional appearing a shade or a couple of shades lower in ability. The hiring manager is not the owner of the organisation, and he doesn’t want to have nightmares about losing his job. He find the easiest solution: REJECT THIS MAN under one pretext or another.
So where is the solution for the candidate?. 

Either try to appear a shade lower than the interviewer or try to appear like his alter ego (again a shade lower) as a bit of narcissism is present in everybody. You see your face everyday in the mirror & never hate it. Even Mogambo likes himself. Being a hiring manager’s alter ego needs a careful research of the interviewer both offline, before the interview and online during the interview. Relating is a deadly tool & coupled with Alter ego tool generates a strong Potion to effectively nip the "The Beware Factor" in the bud.

Common Ground
One of my readers could not fully understand the Relating concept & called me up. He was to appear in an interview in a durables company & the hiring manager was some Bannerjee. He thought that relating meant the interviewer would select one of his Relations or a Bengali fellow. It took me half an hour to explain the concept of relating which is Continually Building Common Ground. You are not being interviewed for a govt. job where Bhai Bhatijabaad(nepotism) matters the most. It is a case of one of the private sector organisations, where delivery & results are most important. Selection tool "Relating" dwells on the comfort level. More the comfort level you can generate into the mind of the hiring manager, better are your chances of selection.

Now, why the hell he is looking for comfort level? Because, he would find himself comfortable in generating results for the company with you as a subordinate. Comfort level, Relating Concept and Beware factors have been sufficiently discussed.

Another psychographic factor I am gonna discuss now is "Handle Tool Factor".
Interview the Company 

When you go for the interview, "Interview companies for your job - don’t let them interview you". 
For most job seekers, this is an important attitudinal distinction. Many of us forget that the decision to accept a position is far more critical for us than it is for the employer. If they make a mistake, they just go through the recruiting process again. You, on the other hand, have invested an amount of your professional lifetime that is gone forever. Viewing it that way, your "selection" takes on a different perspective.

A majority of job seekers go to the interview simply to get grilled. You don’t get an opportunity for asking any questions during an interview, except sometimes in the end. The interviewer is bombarding you unknown missiles & you are trying your best to answer. The "Handle Tool Factor" helps you in turning unknown missiles into known missiles. You ask a small question or make a statement somewhere in the beginning, so that the subject of discussion revolves throughout around your expertise. For example, In case you are exceptionally good in network marketing and you have done enough homework on knowing the weak points of the interviewing company in marketing, casually mention in the beginning itself that you know the company is facing problems in network marketing. Now, most of the questions shot by the interviewer will be known missiles & will revolve around the subject of your core-competence. Other nasty questions on your probable weak links elsewhere will most probably be warded off. In the final analysis, you don’t get a job — you pick one. You must develop an attitude of not falling prey to the unpredictable situations but instead try to foster or help create development of a situation favourable to you.


How much do you expect? 

How much do you expect? This is the most frequently asked question in an interview. Giving a figure right in the beginning to the HRD gatekeepers doesn’t help. If you need a job badly & that too on your terms, try to delay answering this question till the interview with the hiring manager is over. As a headhunter, I have utilised this delaying tactic in getting higher salaries for candidates I have sent to my clients. I train the applicant into replying differently to the HRD folks in the first phase, or otherwise HRD will bid him good bye, feeling he is expensive or is not cost effective without realizing his worth (the worth can be realized by the hiring head only).

Once you have the hiring manager on your side i.e., he has started liking you immensely, it is the time to play your "Taking Advantage of the Situation" card. Now you ask for a higher salary & you get it only because suddenly the hiring manager is pleading with the HRD into hiring you as he has developed a strong feeling that you would be an asset to him (probably he has realized that you alone can put, let’s say, the hydraulic system in order, or lift the dwindling market share) and he is damn interested in preserving the asset.

Normally the jobseekers give in right in the beginning. Either they are outrightly rejected for asking for too much, or they settle for too little or even peanuts as they know they need the job badly & they don’t risk negotiation. Job seekers who give "yes, but…" excuses for accepting less than they’re worth suffer from Negotiating Impairment Syndrome, which is characterized by a discounting or outright denial of opportunities to negotiate for more money.

Back to Mr. Disaster 

Lemme continue with Mr. Disaster attending a mock interview session with me.
Now, I am sick of this man & shoot a question to him. "You left company XYZ in January 1984 & joined company ABC in October 1985. What were you doing all these months? The man, who was no longer slouching, starts tapping his foot more furiously. This is fidgeting. It is criminal to indulge in fidgeting like playing with your hair, clicking pen tops, tapping feet or unconsciously touching parts of the body. Nobody likes others indulging in fidgeting & rejection in the interview is guaranteed 100%.

I have been trying in vain to make eye contact with him for the last 25 minutes. You must build chemistry with the interviewer by looking the interviewer in the eye. You don’t want to stare, as this shows aggression. Occasionally, and nonchalantly, glance at the interviewer’s hand as he is speaking. By constantly looking around the room while you are talking, you convey a lack of confidence or discomfort with what is being discussed. The bugger is nervously giving incoherent reply to my question on the gap in service again without eye contact. Check your CV for possible gaps! Make sure you know how you are going to explain time gaps on your CV. Write down and practice possible questions! Writing them down and practicing them with someone will make it easier to remember when you get to the interview.

Mr. Disaster is nervous? Neither being nervous nor being incoherent helps. Both these unwanted traits drive the final nail into the coffin. Take a deep breath and remember you’ve already passed the first test, generally a screening of your resume by either a placement consultant or HRD fellas or by both. You better know they’re interested or they wouldn’t be taking the time to interview you. Therefore, go into the interview knowing you’ve already got them on the hook. Be confident, yet not boastful.

I think space constraints signal me to sign off now.
No two interviews are the same, so you can’t plan exactly how the interview will go, but it is important to have a Interview Strategy. It is imperative that you face the interview as a selling meeting; meaning building personal chemistry and establishing an open dialogue for free information exchange.

Success is not necessarily what you say, but how you say it. 

Some Basic Phrases in Other Languages

	 
	The language 
itself
	hello
	good bye
	please
	thank you
	English
	yes
	no
	traditional
toast

	German
	Deutsch
	hallo 
	auf Wiedersehen 
	bitte
	danke
	Englisch 
	ja
	nein
	prosit

	Dutch
	Nederlands
	hallo 
	tot ziens 
	alstublieft 
	dankjewel 
	engels 
	ja
	nee 
	proost 

	Danish
	dansk
	hej 
	farvel 
	(1)
	tak 
	engelsk 
	ja
	nej 
	skål 

	Swedish
	svenska
	hej 
	hejdå 
	tack 
	tack 
	engelska 
	ja
	nej 
	skål 

	French
	français 
	bonjour 
	au revoir 
	s'il vous plaît 
	merci 
	anglais 
	oui 
	non 
	santé 

	Spanish
	español 
	hola 
	adiós 
	por favor 
	gracias 
	inglés 
	sí 
	no 
	salud 

	Italian
	italiano 
	ciao 
	arrivederci 
	per favore 
	grazie 
	inglese 
	si 
	no 
	salute 

	Hebrew
	ivrit
	shalom
	lehitraot
	bevakasha
	toda
	anglit
	ken
	lo
	le-chaim

	Irish
	Gaeilge 
	fáilte 
	slán 
	le do thoil 
	go raibh maith agat 
	Béarla 
	sea2
	ní ha3
	slainte 

	Swahili
	Kiswahili 
	(4)
	kwa heri 
	tafadhali 
	asante 
	Kingereza 
	ndiyo 
	siyo 
	—

	Basque
	Euskara
	kaixo
	agur
	mesedez
	Eskerrik asko
	ingelesa
	bai
	ez
	—

	Japanese
	nihongo
	konnichiwa 
	sayonara 
	kudasai 
	arigatou 
	eigo 
	hai 
	iie 
	kanpai 

	Esperanto
	Esperanto 
	saluton 
	gis la revido
	mi petas
	dankon 
	la angla 
	jes 
	ne 
	je via sano 

	Finnish
	suomi 
	päivää 
	näkemiin 
	ole hyvä
	kiitos 
	englanti 
	kyllä 
	ei 
	kippis 


American Sign Language and Braille

Sign language for the deaf was first systematized in France during the 18th century by Abbot Charles-Michel l'Epée. French Sign Language (FSL) was brought to the United States in 1816 by Thomas Gallaudet, founder of the American School for the Deaf in Hartford, Conn. He developed American Sign Language (ASL), a language of gestures and hand symbols that express words and concepts.

In many respects, sign language is just like any spoken language, with a rich vocabulary and a highly organized, rule-governed grammar. But in sign language, information is processed through the eyes rather than the ears. Thus, facial expression and body movement play an important part in conveying information. 

In spoken language, the relationship between most words and the objects and concepts they represent is arbitrary—there is nothing about the word “tree” that actually suggests a tree, either in the way it is spelled or pronounced. In the same way, in sign language most signs do not suggest, or imitate, the thing or idea they represent, and must be learned. Sign language may be acquired naturally as a child's first language, or it may be learned through study and practice.

Sign language shares other similarities with spoken languages. Like any living language, ASL grows and changes over time to accommodate native users' needs. ASL also has regional varieties, equivalent to spoken accents, with different signs being used in different parts of the country. 

American Manual Alphabet

Along with sign language and lip reading, many deaf people also communicate with the manual alphabet, which uses finger positions that correspond to the letters of the alphabet to spell out words and names. 
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Braille Alphabet
Braille is a system of printing and writing for the blind created in 1824 by Louis Braille (1809–1852), a French inventor who went blind from an accident when he was three. Each character in Braille is made up of an arrangement of one-to-six raised points used in 63 possible combinations. Braille is read by passing the fingers over the raised characters. A universal Braille code for English-speaking countries was adopted in 1932.
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