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Glossary of Terms

This glossary defines terms of grammar, rhetoric, literature, and Internet research. Page numbers in parentheses refer you to sections of the text where the term is explained more fully.

absolute phrase  A phrase consisting of a noun or pronoun plus the
-ing or -ed form of a verb (a participle): Our accommodations arranged, we set out on our journey. They will hire a local person, other things being equal. An absolute phrase modifies a whole clause or sentence (rather than a single word), and it is not joined to the rest of the sentence by a connector. (See pp. 251–52.)

abstract and concrete  Two kinds of language. Abstract words refer to ideas, qualities, attitudes, and conditions that can’t be perceived with the senses: beauty, guilty, victory. Concrete words refer to objects, persons, places, or conditions that can be perceived with the senses: Abilene, scratchy, toolbox. See also general and specific. (See pp. 521–22.)

acronym  A pronounceable word formed from the initial letter or letters of each word in an organization’s title: NATO (North Atlantic Treaty Organization).

active voice  See voice.
adjectival  A term sometimes used to describe any word or word group, other than an adjective, that is used to modify a noun. Common adjectivals include nouns (wagon train, railroad ties), phrases (fool on the hill), and clauses (the man that I used to be).

adjective  A word used to modify a noun (beautiful morning) or a pronoun (ordinary one). (See Chapter 16.) Nouns, some verb forms, phrases, and clauses may also serve as adjectives: book sale; a used book; sale of old books; the sale, which occurs annually. (See clauses, prepositional phrases, and verbals and verbal phrases.)

Adjectives come in several classes:


A descriptive adjective names some quality of the noun: beautiful morning, dark horse.

A limiting adjective narrows the scope of a noun. It may be a possessive (my, their); a demonstrative adjective (this train, these days); an interrogative adjective (what time? whose body?); or a number (two boys).


A proper adjective is derived from a proper noun: French language, Machiavellian scheme.
Adjectives also can be classified according to position:


An attributive adjective appears next to the noun it modifies: full moon.

A predicate adjective is connected to its noun by a linking verb: The moon is full. See also complement.
adjective clause  See adjective.
adjective phrase  See adjective.
adverb  A word used to modify a verb (warmly greet), an adjective (only three people), another adverb (quite seriously), or a whole sentence (Fortunately, she is employed). (See Chapter 16.) Some verb forms, phrases, and clauses may also serve as adverbs: easy to stop, drove by a farm, plowed the fields when the earth thawed. (See clause, prepositional phrase, and verbals and verbal phrases.)

adverb clause  See adverb.
adverbial  A term sometimes used to describe any word or word group, other than an adverb, that is used to modify a verb, an adjective, another adverb, or a whole sentence. Common adverbials include nouns (This little piggy stayed home), phrases (This little piggy went to market), and clauses (This little piggy went wherever he wanted).

adverbial conjunction  See conjunctive adverb.
adverb phrase  See adverb.
agreement  The correspondence of one word to another in person, number, or gender. A verb must agree with its subject (The chef orders egg sandwiches), a pronoun must agree with its antecedent (The chef surveys her breakfast), and a demonstrative adjective must agree with its noun (She likes these kinds of sandwiches). (See Chapter 15.)

Logical agreement requires consistency in number between other related words, usually nouns: The students brought their books [not book]. (See pp. 358–59.)

analogy  A comparison between members of different classes, such as a nursery school and a barnyard or a molecule and a pair of dancers. Usually, the purpose is to explain something unfamiliar to readers through something familiar. (See pp. 97–98.)

analysis  The separation of a subject into its elements. Sometimes called division, analysis is fundamental to critical thinking, reading, and writing (pp. 158–59, 167–69) and is a useful tool for developing essays (p. 25) and paragraphs (pp. 94–95).

antecedent  The word to which a pronoun refers: Jonah, who is not yet ten, has already chosen the college he will attend (Jonah is the antecedent of the pronouns who and he). (See pp. 313–17.)

APA style  The style of documentation recommended by the American Psychological Association and used in many of the social sciences. (For discussion and examples, see pp. 784–800.)

appeals  Attempts to engage and persuade readers. An emotional appeal touches readers’ feelings, beliefs, and values. An ethical appeal presents the writer as competent, sincere, and fair. A rational appeal engages readers’ powers of reasoning. (See pp. 208–10.)

appositive  A word or phrase appearing next to a noun or pronoun that renames or identifies it and is equivalent to it: My brother Michael, the best horn player in town, won the state competition (Michael identifies which brother is being referred to; the best horn player in town renames Michael). (See pp. 257–58.)

argument  Writing whose primary purpose is to convince readers of an idea or persuade them to act. (See Chapters 9–11.)

article  The word a, an, or the. Articles are sometimes called deter-miners because they always signal that a noun follows. (See pp. 326–29 for when to use a/an versus the. See p. 864 for when to use a versus an.)

assertion  See claim.
assumption  A stated or unstated belief or opinion. Uncovering assumptions is part of critical thinking, reading, and writing (see pp. 159–61, 170–71). In argument, assumptions connect claims and evidence (see pp. 187–88).

audience  The intended readers of a piece of writing. Knowledge of the audience’s needs and expectations helps a writer shape writing so that it is clear, interesting, and convincing. (See pp. 9–13, 129–30.)

auxiliary verb  See helping verb.
balanced sentence  A sentence consisting of two clauses with parallel constructions: Do as I say, not as I do. Befriend all animals; exploit none. Their balance makes such sentences highly emphatic. (See p. 389.)

belief  A conviction based on morality, values, or faith. Statements of belief often serve as assumptions and sometimes as evidence, but they are not arguable and so cannot serve as the thesis in an argument. (See p. 185.)

body  In a piece of writing, the large central part where ideas supporting the thesis are presented and developed. See also conclusion and introduction.
bookmark  In Internet use, an electronic address you save for later reference. (See p. 590.)

brainstorming  A technique for generating ideas about a subject: concentrating on the subject for a fixed time (say, fifteen minutes), you list every idea and detail that comes to mind. (See pp. 21–22.)

browser  A computer program that makes it possible to search the World Wide Web.

cardinal number  The type of number that shows amount: two, sixty, ninety-seven. Contrast ordinal number (such as second, ninety-seventh).

case  The form of a noun or pronoun that indicates its function in the sentence. Most pronouns have three cases:


The subjective case (I, she) for the subject of a verb or for a subject complement.


The objective case (me, her) for the object of a verb, verbal, or preposition.


The possessive case to indicate ownership, used either as an adjective (my, her) or as a noun (mine, hers).

(See p. 268 for a list of the forms of personal and relative pronouns.)

Nouns use the subjective form (dog, America) for all cases except the possessive (dog’s, America’s).

cause-and-effect analysis  The determination of why something happened or what its consequences were or will be. (See pp. 25 and 98–99.)

characters  The people in a literary work, including the narrator of a story or the speaker of a poem. (See p. 741.)

Chicago style  A style of documentation recommended by The Chicago Manual of Style and used in history, art, and other humanities. (For discussion and examples, see pp. 764–75.)

chronological organization  The arrangement of events as they oc-curred in time, usually from first to last. (See pp. 39–40, 80.)

citation  In research writing, the way of acknowledging material borrowed from sources. Most systems of citation are basically similar: a number or brief parenthetical reference in the text indicates that particular material is borrowed and directs the reader to information on the source at the end of the work. The systems do differ, however. (See pp. 647–87 for MLA style, pp. 764–75 for Chicago style, pp. 784–800 for APA style, and pp. 812–19 for CSE style.)

claim  A positive statement or assertion that requires support. Claims are the backbone of any argument. (See pp. 180–83.)

classification  The sorting of many elements into groups based on their similarities. (See pp. 25 and 95–96.)

clause  A group of related words containing a subject and predicate. A main (independent) clause can stand by itself as a sentence. A sub-ordinate (dependent) clause serves as a single part of speech and so cannot stand by itself as a sentence.

Main clause
We can go to the movies.
Subordinate clause
We can go if Julie gets back on time.
A subordinate clause may function as an adjective (The car that hit Fred was speeding), an adverb (The car hit Fred when it ran a red light), or a noun (Whoever was driving should be arrested). (See pp. 254–55.)

clichés  See trite expressions.
climactic organization  The arrangement of material in order of in-creasing drama or interest, leading to a climax. (See pp. 41, 82.)

clip art  Drawings and icons available on word processors, CD-ROMs, and the Web, generally used to embellish documents. (See pp. 124–25.)

clustering  A technique for generating ideas about a subject: drawing and writing, you branch outward from a center point (the subject) to pursue the implications of ideas. (See pp. 22–23.)

coherence  The quality of an effective essay or paragraph that helps readers see relations among ideas and move easily from one idea to the next. (See pp. 41–42, 77–88.)

collaborative learning  In a writing course, students working together in groups to help each other become better writers and readers. (See pp. 66–69, 829–32.)

collective noun  See noun.
colloquial language  The words and expressions of everyday speech. Colloquial language can enliven informal writing but is generally inappropriate in formal academic or business writing. See also formal and informal. (See pp. 512–13.)

comma splice  A sentence error in which two main clauses are separated by a comma with no coordinating conjunction. (See Chapter 18.)

Comma splice
The book was long, it contained useful data.
Revised
The book was long; it contained useful data.
Revised
The book was long, and it contained useful data.
common noun  See noun.
comparative  See comparison.
comparison  The form of an adverb or adjective that shows its degree of quality or amount.


The positive degree is the simple, uncompared form: gross, shyly.

The comparative degree compares the thing modified to at least one other thing: grosser, more shyly.

The superlative degree indicates that the thing modified exceeds all other things to which it is being compared: grossest, most shyly.
The comparative and superlative degrees are formed either with the endings -er and -est or with the words more and most, less and least. (See pp. 322–23.)

comparison and contrast  The identification of similarities (comparison) and differences (contrast) between two or more subjects. (See
pp. 25, 96–97.)

complement  A word or word group that completes the sense of a subject, an object, or a verb. (See pp. 238–41.)


A subject complement follows a linking verb and renames or describes the subject. It may be an adjective, noun, or pronoun. I am a lion tamer, but I am not yet experienced (the noun lion tamer and the adjective experienced complement the subject I). Adjective complements are also called predicate adjectives. Noun complements are also called predicate nouns or predicate nominatives.

An object complement follows and modifies or refers to a direct object. The complement may be an adjective or a noun. If you elect me president, I’ll keep the students satisfied (the noun president complements the direct object me, and the adjective satisfied complements the direct object students).


A verb complement is a direct or indirect object of a verb. It may be a noun or pronoun. Don’t give the chimp that peanut (chimp is the indirect object and peanut is the direct object of the verb give; both objects are verb complements).

complete predicate  See predicate.
complete subject  See subject.
complex sentence  See sentence.
compound construction  Two or more words or word groups serving the same function, such as a compound subject (Harriet and Peter poled their barge down the river), compound predicate (The scout watched and waited) or parts of a predicate (She grew tired and hungry), and compound sentence (He smiled, and I laughed). (See p. 258.) Com-pound words include nouns (featherbrain, strip-mining) and adjectives (two-year-old, downtrodden).

compound-complex sentence  See sentence.
compound predicate  See compound construction.
compound sentence  See sentence.
compound subject  See compound construction.
conciseness  Use of the fewest and freshest words to express meaning clearly and achieve the desired effect with readers. (See Chapter 39.)

conclusion  The closing of an essay, tying off the writer’s thoughts and leaving readers with a sense of completion. (See pp. 106–08 for sugges-tions.)

A conclusion is also the result of deductive reasoning. See deductive reasoning and syllogism.
concrete  See abstract and concrete.
conditional statement  A statement expressing a condition contrary to fact and using the subjunctive mood of the verb: If she were mayor, the unions would cooperate. See also mood.
conjugation  A list of the forms of a verb showing tense, voice, mood, person, and number. The conjugation of the verb know in present tense, active voice, indicative mood is I know, you know, he/she/it knows, we know, you know, they know. (See p. 293 for a fuller conjugation.)

conjunction  A word that links and relates parts of a sentence.


Coordinating conjunctions (and, but, or, nor, for, so, yet) connect words or word groups of equal grammatical rank: The lights went out, but the doctors and nurses kept caring for patients. (See p. 259.)


Correlative conjunctions or correlatives (such as either . . . or, not only . . . but also) are two or more connecting words that work together: He was certain that either his parents or his brother would help him. (See p. 260.)


Subordinating conjunctions (after, although, as if, because, if, when, and so on) begin subordinate clauses and link them to main clauses: The seven dwarfs whistle while they work. (See p. 253.)

conjunctive adverb (adverbial conjunction)  An adverb (such as besides, consequently, however, indeed, or therefore) that relates two main clauses in a sentence: We had hoped to own a house by now; however, housing costs have risen too fast. (See pp. 261–62.) The error known as a comma splice results when two main clauses related by a conjunctive adverb are separated only by a comma. (See pp. 346–47.)

connector (connective)  Any word or phrase that links words, phrases, clauses, or sentences. Common connectors include coordinating, correlative, and subordinating conjunctions; conjunctive adverbs; and prepositions.

connotation  An association called up by a word, beyond its diction-ary definition. Contrast denotation. (See pp. 519–20.)

construction  Any group of grammatically related words, such as a phrase, a clause, or a sentence.

contraction  A condensation of an expression, with an apostrophe replacing the missing letters: for example, doesn’t (for does not), we’ll (for we will). (See pp. 465–66.)

contrast  See comparison and contrast.
coordinate adjectives  Two or more adjectives that equally modify the same noun or pronoun: The camera panned the vast, empty desert. (See pp. 441–43.)

coordinating conjunction  See conjunction.
coordination  The linking of words, phrases, or clauses that are of equal importance, usually with a coordinating conjunction: He and I laughed, but she was not amused. Contrast subordination. (See pp. 395–97.)

correlative conjunction (correlative)  See conjunction.
count noun  See noun.
courseware  A program for online communication and collaboration among the teacher and students in a course. (See pp. 830–32.)

critical thinking, reading, and writing  Looking beneath the surface of words and images to discern meaning and relationships and to build knowledge. (See Chapter 8.)

CSE style  Either of two styles of documenting sources recommended by the Council of Science Editors (formerly the Council of Biology Editors) and frequently used in the natural and applied sciences and in mathematics. (For discussion and examples, see pp. 812–19.)

cumulative (loose) sentence  A sentence in which modifiers follow the subject and verb: Ducks waddled by, their tails swaying and their quacks rising to heaven. Contrast periodic sentence. (See pp. 387–88.)

dangling modifier  A modifier that does not sensibly describe anything in its sentence. (See pp. 370–72.)

Dangling
Having arrived late, the concert had already begun.
Revised
Having arrived late, we found that the concert had already begun.
data  In argument, a term used for evidence. See evidence.
database  A collection and organization of information (data). A database may be printed, but the term is most often used for electronic sources.

declension  A list of the forms of a noun or pronoun, showing inflections for person (for pronouns), number, and case. See p. 268 for a declension of the personal and relative pronouns.

deductive reasoning  Applying a generalization to specific circumstances in order to reach a conclusion. See also syllogism. Contrast inductive reasoning. (See pp. 203–06.)

definition  Specifying the characteristics of something to establish what it is and is not. (See pp. 24, 93–94, 183.)

degree  See comparison.
demonstrative adjective  See adjective.
demonstrative pronoun  See pronoun.
denotation  The main or dictionary definition of a word. Contrast connotation. (See pp. 519–20.)

dependent clause  See clause.
derivational suffix  See suffix.
description  Detailing the sensory qualities of a thing, person, place, or feeling. (See pp. 24 and 92.)

descriptive adjective  See adjective.
descriptor  See keyword(s).
determiner  A word that marks and precedes a noun: for example, a, an, the, my, your. See also article. (See pp. 326–30 for the uses of determiners before nouns.)

developing (planning)  The stage of the writing process when one finds a subject, explores ideas, gathers information, focuses on a central theme, and organizes material. Compare drafting and revising. (See Chapters 1–2.)

dialect  A variety of a language used by a specific group or in a specific region. A dialect may be distinguished by its pronunciation, vocabulary, and grammar. (See pp. 132–34 and 511–12.)

diction  The choice and use of words. (See Chapters 37–39.)

dictionary form  See plain form.
direct address  A construction in which a word or phrase indicates the person or group spoken to: Have you finished, John? Farmers, unite.
direct object  See object.
direct question  A sentence asking a question and concluding with a question mark: Do they know we are watching? Contrast indirect question.
direct quotation (direct discourse)  See quotation.
discussion list  A mailing list of subscribers who use e-mail to converse on a particular subject.

division  See analysis.
documentation  In research writing, supplying citations that legitimate the use of borrowed material and support claims about its origins. Contrast plagiarism. (See pp. 637–38.)

document design  The control of a document’s elements to achieve the flow, spacing, grouping, emphasis, and standardization that are appropriate for the writing situation. (See Chapter 5.)

domain  The part of a Web address (or URL) that gives the organization sponsoring the site.

double negative  A generally nonstandard form consisting of two negative words used in the same construction so that they effectively cancel each other: I don’t have no money. Rephrase as I have no money or I don’t have any money. (See p. 324.)

double possessive  A possessive using both the ending -’s and the preposition of: That is a favorite expression of Mark’s.
double talk (doublespeak)  Language intended to confuse or to be misunderstood. (See p. 514.)

download  To transfer data from another computer.

drafting  The stage of the writing process when ideas are expressed in connected sentences and paragraphs. Compare developing (planning) and revising. (See pp. 45–47.)

editing  A distinct step in revising a written work, focusing on clarity, tone, and correctness. Compare revising. (See pp. 58–62.)

ellipsis  The omission of a word or words from a quotation, indicated by the three spaced periods of an ellipsis mark: “that all . . . are created equal.”
elliptical clause  A clause omitting a word or words whose meaning is understood from the rest of the clause: David likes Minneapolis better than [he likes] Chicago. (See p. 255.)

emoticon  Sideways faces made up of punctuation, used to convey emotion or irony in electronic communication. (See p. 829.)

emotional appeal  See appeals.
emphasis  The manipulation of words, sentences, and paragraphs to stress important ideas. (See Chapter 23.)

essay  A nonfiction composition of multiple paragraphs, focused on a single subject and with a central idea or thesis.

essential element  A word or word group that is necessary to the meaning of a sentence because it limits the thing it refers to: remov-
ing it would leave the meaning unclear or too general. Also called a restrictive element, an essential element is not set off by punctuation: The keys to the car are on the table. That man who called about the apartment said he’d try again tonight. Contrast nonessential element. (See pp. 435–38, 450.)

ethical appeal  See appeals.
etymology  The history of a word’s meanings and forms.

euphemism  A presumably inoffensive word that a writer or speaker substitutes for a word deemed possibly offensive or too blunt—for example, passed away for “died.” (See pp. 514–15.)

evaluation  A judgment of the quality, value, currency, bias, or other aspects of a work. (See pp. 162–63, 172, 599–609.)

evidence  The facts, examples, expert opinions, and other information that support the claims in an argument. (See pp. 183–87, 207–08.)

expletive  A sentence that postpones the subject by beginning with there or it and a form of the verb be: It is impossible to get a ticket. There should be more seats available. (See p. 264.)

exposition  Writing whose primary purpose is to explain something about a subject.

fallacies  Errors in reasoning. Some evade the issue of the argument; others oversimplify the argument. (See pp. 192–98.)

faulty predication  A sentence error in which the meanings of subject and predicate conflict, so that the subject is said to be or do something illogical: The installation of air bags takes up space in a car’s steering wheel and dashboard. (See pp. 376–77.)

figurative language (figures of speech)  Expressions that suggest meanings different from their literal meanings in order to achieve special effects. (See pp. 525–27.) Some common figures:


Hyperbole, deliberate exaggeration: The bag weighed a ton.

Metaphor, an implied comparison between two unlike things: The wind stabbed through our clothes.

Personification, the attribution of human qualities to a thing or idea: The water beckoned seductively.

Simile, an explicit comparison, using like or as, between two unlike things: The sky glowered like an angry parent.
A mixed metaphor is a confusing or ludicrous combination of incompatible figures: The wind stabbed through our clothes and shook our bones.
finite verb  Any verb that makes an assertion or expresses a state of being and can stand as the main verb of a sentence or clause: The moose eats the leaves. (See p. 248.) Contrast verbal, which is formed from a finite verb but is unable to stand alone as the main verb of a sentence: I saw the moose eating the leaves.
first person  See person.
flame  To attack an online correspondent personally, as in a discussion list or newsgroup. (See p. 829.)

foil  A character in a literary work who contrasts with another character and thus helps to define that other character. (See p. 756.)

formal and informal  Levels of usage achieved through word choice and sentence structure. More informal writing, as in a letter to an acquaintance or a personal essay, resembles some speech in its colloquial language, contractions, and short, fairly simple sentences. More formal writing, as in academic papers and business reports, avoids these attributes of speech and tends to rely on longer and more complicated sentences.

format  In a document such as an academic paper or a business letter, the arrangement and spacing of elements on the page. See also docu-ment design.
fragment  See sentence fragment.
frame  A window on a computer screen. With two or more frames on the same screen, a Web designer can show two or more documents at once.

freewriting  A technique for generating ideas: in a fixed amount of time (say, fifteen minutes), you write continuously without stopping to reread. (See pp. 20–21.)

function word  A word, such as an article, conjunction, or preposition, that serves primarily to clarify the roles of and relations between other words in a sentence: We chased the goat for an hour but finally caught it. Contrast lexical word.
fused sentence (run-on sentence)  A sentence error in which two main clauses are joined with no punctuation or connecting word between them. (See p. 342.)

Fused
I heard his lecture it was dull.
Revised
I heard his lecture; it was dull.

future perfect tense  See tense.
future tense  See tense.
gender  The classification of nouns or pronouns as masculine (he, boy, handyman), feminine (she, woman, actress), or neuter (it, typewriter, dog).

general and specific  Terms designating the relative number of in-stances or objects included in a group signified by a word. The following list moves from most general (including the most objects) to most specific (including the fewest objects): vehicle, four-wheeled vehicle, automobile, sedan, Ford Taurus, blue Ford Taurus, my sister’s blue Ford Taurus named Hank. See also abstract and concrete. (See pp. 521–22.)

generalization  A claim inferred from evidence. See also inductive reasoning.
generic he  He used to mean he or she. For ways to avoid he when you intend either or both genders, see pp. 315–17 and 516.

generic noun  A noun that refers to a typical member of a group rather than to a specific person or thing: Any person may come. A student needs good work habits. A school with financial problems may shortchange its students. A singular generic noun takes a singular pronoun (he, she, or it). (See pp. 315–16.)

genitive case  Another term for possessive case. See case.
gerund  A verbal that ends in -ing and functions as a noun: Working is all right for killing time (working is the subject of the verb is; killing is the object of the preposition for). See also verbals and verbal phrases. (See p. 248.)

gerund phrase  A word group consisting of a gerund plus any modifiers or objects. See also verbals and verbal phrases.
grammar  A description of how a language works.

grounds  A term used for evidence in argument. See evidence.
helping verb (auxiliary verb)  A verb used with another verb to convey time, obligation, and other meanings: You should write a letter. You have written other letters. The modals include can, could, may, might, must, ought, shall, should, will, would. The other helping verbs are forms of be, have, and do. (See pp. 277, 283–87.)

homonyms  Words that are pronounced the same but have different spellings and meanings, such as heard/herd and to/too/two. (See pp. 543–44 for a list.)

HTML (hypertext markup language)  A computer language used for creating Web pages. An HTML editor is a program for coding documents in HTML. (See pp. 834–35.)

hyperbole  See figurative language.
hypertext  Text such as that on the Web that provides links allowing users to move easily and variously within and among documents. Contrast linear text.
idiom  An expression that is peculiar to a language and that may not make sense if taken literally: for example, bide your time, and by and large. See pp. 523–24 for a list of idioms involving prepositions, such as agree with them and agree to the contract.
illustration or support  Supplying examples or reasons to develop an idea. (See pp. 24–25 and 92–93.)

imagery  Pictures created by words that appeal to the sense of sight, hearing, touch, taste, or smell.

imperative  See mood.
indefinite pronoun  See pronoun.
independent clause  See clause.
indicative  See mood.
indirect object  See object.
indirect question  A sentence reporting a question, usually in a subordinate clause, and ending with a period: Writers wonder whether their work must be lonely. Contrast direct question.
indirect quotation (indirect discourse)  See quotation.
inductive reasoning  Inferring a generalization from specific evidence. Contrast deductive reasoning. (See pp. 202–03.)

infinitive  A verbal formed from the plain form of the verb plus the infinitive marker to: to swim, to write. Infinitives and infinitive phrases may function as nouns, adjectives, or adverbs. See also verbals and verbal phrases. (See p. 249.)

infinitive marker  See infinitive.
infinitive phrase  A word group consisting of an infinitive plus any subject, objects, or modifiers. See also verbals and verbal phrases.
inflection  The variation in the form of a word that indicates its function in a particular context. See declension, the inflection of nouns and pronouns; conjugation, the inflection of verbs; and comparison, the in-flection of adjectives and adverbs.

inflectional suffix  See suffix.
informal  See formal and informal.
intensifier  A modifier that adds emphasis to the word(s) it modifies: for example, very slow, so angry.
intensive pronoun  See pronoun.
interjection  A word standing by itself or inserted in a construction to exclaim or command attention: Hey! Ouch! What the heck did you do that for?
interpretation  The determination of meaning or significance—for instance, in a work such as a poem or photograph or in the literature on some issue such as job discrimination. (See pp. 159–61, 170–71.)

interrogative  Functioning as or involving a question.

interrogative adjective  See adjective.
interrogative pronoun  See pronoun.
intransitive verb  A verb that does not take a direct object: The woman laughed. (See p. 238.)

introduction  The opening of an essay, a transition for readers between their world and the writer’s. The introduction often contains a statement of the writer’s thesis. (See pp. 102–06 for suggestions.)

invention  The discovery and exploration of ideas, usually occurring most intensively in the early stages of the writing process. (See pp. 16–26 for invention techniques.)

inversion  A reversal of usual word order in a sentence, as when a verb precedes its subject or an object precedes its verb: Down swooped the hawk. Our aims we stated clearly.
IRC  See synchronous communication.
irony  The use of words to suggest a meaning different from what the words say literally: What a happy face! (said to someone scowling miserably); With that kind of planning, prices are sure to go down (written with the expectation that prices will rise).

irregular verb  A verb that forms its past tense and past participle in some other way than by the addition of -d or -ed to the plain form: for example, go, went, gone; give, gave, given. Contrast regular verb. (See
pp. 279–80 for a list of irregular verbs.)

jargon  In one sense, jargon is the specialized language of any group, such as doctors or baseball players. In another sense, jargon is vague, pretentious, wordy, and ultimately unclear writing such as that found in some academic, business, and government publications. (See p. 535.)

journal  A personal record of observations, reactions, ideas, and other thoughts. Besides providing a private place to think in writing, a journal is useful for making notes about reading (pp. 152–53, 154–55, 166–67, 736–37), discovering ideas for essays (pp. 17–19), and keeping track of research (pp. 559–60, 736–37, 780–81, 809).

journalist’s questions  A set of questions useful for probing a subject to discover ideas about it. (See pp. 23–24.)

keyword(s)  A word or words that define a subject, used for searching databases such as library catalogs and periodical indexes and for searching the Web. (See pp. 573–75.)

lexical word  A word, such as a noun, verb, or modifier, that carries part of the meaning of language. Contrast function word.
linear text  Text such as a conventional printed document that is intended to be read in sequence. Contrast hypertext. (See pp. 832–33.)

linking verb  A verb that relates a subject to its complement: Julie is a Democrat. He looks harmless. The boy became a man. Common linking verbs are the forms of be; the verbs relating to the senses, such as look and smell; and the verbs become, appear, and seem. (See p. 240.)

listserv  See discussion list.
logical agreement  See agreement.
logical fallacies  See fallacies.
lurking  Reading but not participating in an Internet discussion list, newsgroup, or Web forum. (See p. 592.)

main clause  See clause.
main verb  The part of a verb phrase that carries the principal meaning: had been walking, could happen, was chilled. See also verb phrase.
mass noun  Another term for noncount noun. See noun.
mechanics  The use of capital letters, underlining or italics, abbreviations, numbers, and divided words. (See Chapters 33–36.)

metaphor  See figurative language.
misplaced modifier  A modifier so far from the term it modifies or so close to another term it could modify that its relation to the rest of the sentence is unclear. (See Chapter 21.)

Misplaced
The boys played with firecrackers that they bought illegally in the field.

Revised
The boys played in the field with firecrackers that they bought illegally.

A squinting modifier could modify the words on either side of it: The plan we considered seriously worries me.
mixed construction  A sentence containing two or more parts that do not fit together in grammar or in meaning. (See pp. 374–77.)

mixed metaphor  See figurative language.
MLA style  The style of documenting sources recommended by the Modern Language Association and used in many of the humanities, including English. (For explanation and examples, see Chapter 47.)

modal  See helping verb.
modifier  Any word or word group that limits or qualifies the meaning of another word or word group. Modifiers include adjectives and adverbs as well as words, phrases, and clauses that act as adjectives and adverbs.

MOO  See synchronous communication.
mood  The form of a verb that shows how the speaker or writer views the action. (See pp. 299–301.)


The indicative mood, the most common, is used to make statements or ask questions: The play will be performed Saturday. Did you get the tickets?

The imperative mood gives a command: Please get good seats.

The subjunctive mood expresses a wish, a condition contrary to fact, a recommendation, or a request: I wish George were coming with us. Did you suggest that he join us?
narration  Recounting a sequence of events, usually in the order of their occurrence. (See pp. 24 and 91–92.) Literary narration tells a story. (See Chapter 50.)

narrator  The speaker in a poem or the voice who tells a story. (See
pp. 741, 752, 753.)

neologism  A word coined recently and not in established use. (See
p. 513.)

netiquette  Conventions and courtesies for Internet communication. (See pp. 828–29.)

newsgroup  An Internet discussion group with a common site where all postings are recorded. (See p. 593.)

nominal  A noun, a pronoun, or a word or word group used as a noun: Joan and I talked. The rich owe a debt to the poor (adjectives acting as subject and object). Baby-sitting can be exhausting (gerund acting as subject). I like to play with children (infinitive phrase acting as object).

nominative  Another term for subjective case. See case.
noncount noun  See noun.
nonessential element  A word or word group that does not limit the term or construction it refers to and thus is not essential to the meaning of the sentence. Also called a nonrestrictive element, a nonessential element is set off by punctuation, usually commas: The new apartment building, in shades of tan and gray, will house fifty people (nonessential adjective phrase). Sleep, which we all need, occupies a third of our lives (nonessential adjective clause). His wife, Patricia, is a chemist (non-
essential appositive). Contrast essential element. (See pp. 435–38.)

nonfinite verb  See verbals and verbal phrases.
nonrestrictive element  See nonessential element.
nonstandard  Words and grammatical forms not conforming to standard American English. (See pp. 511–12.)

noun  A word that names a person, place, thing, quality, or idea: Maggie, Alabama, clarinet, satisfaction, socialism. Nouns normally form the possessive case by adding -’s (Maggie’s) and the plural by adding -s or -es (clarinets, messes), although there are exceptions (men, women, children). The forms of nouns depend partly on where they fit in certain overlapping groups:


Common nouns name general classes and are not capitalized: book, government, music.

Proper nouns name specific people, places, and things and are capitalized: Susan, Athens, Fenway Park.

Count nouns name things considered countable in English (they form plurals): ounce/ounces, camera/cameras, person/people.

Noncount nouns name things not considered countable in English (they don’t form plurals): chaos, fortitude, silver, earth, information.

Collective nouns are singular in form but name groups: team, class, family.
noun clause  A word group containing a subject and a verb and functioning as a subject, object, or complement: Everyone wondered how the door opened. Whoever opened it had left.
number  The form of a noun, pronoun, demonstrative adjective, or verb that indicates whether it is singular or plural: woman, women; I, we; this, these; runs, run.
object  A noun, pronoun, or word group that receives the action of or is influenced by a transitive verb, a verbal, or a preposition.


A direct object receives the action of a verb or verbal and frequently follows it in a sentence: We sat watching the stars. Emily caught whatever it was you had. (See p. 238.)


An indirect object tells for or to whom something is done: I lent Stan my car. Reiner bought us all champagne. (See p. 240.)


An object of a preposition usually follows a preposition and is linked by it to the rest of the sentence: They are going to Rhode Island for the blues festival. (See p. 245.)

object complement  See complement.
objective  See case.
opinion  A conclusion based on facts; an arguable, potentially changeable claim. Claims of opinion form the backbone of any argument. (See p. 181.)

ordinal number  The type of number that shows order: first, eleventh, twenty-fifth. Contrast cardinal number (such as one, twenty-five).

paragraph  Generally, a group of sentences set off by a beginning indention and developing a single idea. That idea is often stated in a topic sentence. (See Chapter 4.)

parallelism  Similarity of grammatical form between two or more coordinated elements: Rising prices and declining incomes left many people in bad debt and worse despair. (See Chapter 25.)

paraphrase  The restatement of source material in one’s own words and sentence structures, useful for borrowing the original author’s line of reasoning but not his or her exact words. Paraphrases must always be acknowledged in source citations. (See pp. 618–20.)

parenthetical citation  In the text of a paper, a brief reference, enclosed in parentheses, indicating that material is borrowed and directing the reader to the source of the material. See also citation.
parenthetical expression  A word or construction that interrupts a sentence and is not part of its main structure, called parenthetical because it could (or does) appear in parentheses: Childe Hassam (1859–1935) was an American painter and etcher. The book, incidentally, is terrible. (See pp. 482–83.)

participial phrase  A word group consisting of a participle plus any objects or modifiers. See also verbals and verbal phrases.
participle  A verbal showing continuing or completed action, used as an adjective or part of a verb phrase but never as the main verb of a sentence or clause. (See p. 248.)


A present participle ends in -ing: My heart is breaking (part of verb phrase). I like to watch the rolling waves (adjective).


A past participle most commonly ends in -d, -ed, -n, or -en (wished, shown, given) but sometimes changes the spelling of the verb (sung, done, slept): Jeff has broken his own record (part of verb phrase). The closed door beckoned (adjective).

See also verbals and verbal phrases.
particle  A preposition or adverb in a two-word verb: look up, catch on. (See pp. 291–92.)

parts of speech  The classes into which words are commonly grouped according to their form, function, and meaning: nouns, pronouns, verbs, adjectives, adverbs, conjunctions, prepositions, and interjections. See separate entries for each part of speech.

passive voice  See voice.
past participle  See participle.
past perfect tense  See tense.
past tense  See tense.
patterns of development  Ways of thinking that can help you develop and organize ideas in essays and paragraphs. (See pp. 24–25 and 91–100.)

perfect tenses  See tense.
periodic sentence  A suspenseful sentence in which modifiers precede the main clause, which falls at the end: Postponing decisions about
family while striving to establish themselves in careers, many young adults are falsely accused of greed. Contrast cumulative sentence. (See
p. 388.)

person  The form of a verb or pronoun that indicates whether the subject is speaking, spoken to, or spoken about. In English only personal pronouns and verbs change form to indicate difference in person. In the first person, the subject is speaking: I am [or We are] planning a party. In the second person, the subject is being spoken to: Are you coming? In the third person, the subject is being spoken about: She was [or They were] going.
personal pronoun  See pronoun.
personification  See figurative language.
phrase  A group of related words that lacks a subject or a predicate or both and that acts as a single part of speech. See absolute phrase, prepositional phrase, verbals and verbal phrases, and verb phrase.
plagiarism  The presentation of someone else’s ideas or words as if they were one’s own. Whether accidental or deliberate, plagiarism is a serious and often punishable offense. (See pp. 629–37.)

plain case  Another term for the subjective case of nouns. See case.
plain form  The dictionary form of a verb: make, run, swivel. See also verb forms.
planning  See developing (planning).
plot  The pattern of events in a work of literature. (See p. 741.)

plural  More than one. See number.
point of view  The perspective or attitude of the narrator or speaker in a work of literature. See also person. (See p. 741.)

positive degree  See comparison.
possessive  See case.
predicate  The part of a sentence that makes an assertion about the subject. A predicate must contain a finite verb and may contain modifiers, objects of the verb, and complements. The simple predicate consists of the verb and its helping verbs: A wiser person would have made a different decision. The complete predicate includes the simple predicate and any modifiers, objects, and complements: A wiser person would have made a different decision. See also intransitive verb, linking verb, and transitive verb. (See pp. 233–34, 238–41.)

predicate adjective  See complement.
predicate noun (predicate nominative)  See complement.
prefix  A letter or group of letters (such as sub, in, dis, pre) that can be added at the beginning of a root or word to create a new word: sub + marine = submarine; dis + grace = disgrace. Contrast suffix.
premise  Generally, a claim or assumption basic to an argument. In a deductive syllogism, one premise applied to another leads logically to a conclusion. See also syllogism. (See pp. 203–06.)

preposition  A word that forms a noun or pronoun (plus any modifiers) into a prepositional phrase: about love, down the steep stairs. The common prepositions include these as well as after, before, by, for, from, in, on, to, and many others. (See p. 245.)

prepositional phrase  A word group consisting of a preposition and its object, plus any modifiers. A prepositional phrase usually functions as an adjective (The boy in green stood up) or as an adverb (He walked to the speaker’s platform). (See pp. 245–46.)

present participle  See participle.
present perfect tense  See tense.
present tense  See tense.
pretentious writing  Writing that is more elaborate than the writing situation requires, usually full of fancy phrases and showy words. (See pp. 513–14.)

primary source  Firsthand information, such as an eyewitness ac-count of events; a diary, speech, or other historical document; a work of literature or art; a report of a survey or experiment; and one’s own interview, observation, or correspondence. Contrast secondary source. (See p. 565.)

principal clause  A main or independent clause. See clause.
principal parts  The plain form, past-tense form, and past participle of a verb. See verb forms. (See pp. 275–77.)

problem-solution organization  The arrangement of material to state and explain a problem and then to propose and explain a solution. (See pp. 40–41, 81–82.)

process analysis  The explanation of how something works or how to do something. (See pp. 25, 99–100.)

progressive tense  See tense.
pronoun  A word used in place of a noun. There are eight types of pronouns:


Personal pronouns refer to a specific individual or to individuals: I, you, he, she, it, we, they. (See p. 268.)


Indefinite pronouns, such as everybody and some, do not refer to specific nouns (Everybody speaks). (See pp. 309–10.)


Relative pronouns—who, whoever, which, that—relate groups of words to nouns or pronouns (The book that won is a novel). (See pp. 254, 268.)


Interrogative pronouns—who, whom, whose, which, what—introduce questions (Who will contribute?).


Intensive pronouns—personal pronouns plus -self or -selves—em-phasize a noun or other pronoun (He himself asked that question). (See pp. 268, 875.)


Reflexive pronouns have the same form as intensive pronouns. They indicate that the sentence subject also receives the action of the verb (They injured themselves). (See pp. 268, 875.)


Demonstrative pronouns such as this, that, and such identify or point to nouns (This is the problem).


Reciprocal pronouns—each other and one another—are used as objects of verbs when the subjects are plural (They loved each other).

proofreading  Reading and correcting a final draft for misspellings, typographical errors, and other mistakes. (See pp. 62–63.)

proper adjective  See adjective.
proper noun  See noun.
purpose  For a writer, the chief reason for communicating something about a subject to a particular audience. Purposes are both general (usually explanation or persuasion) and specific (taking into account the subject and desired outcome). (See pp. 13–15.)

quotation  Repetition of what someone has written or spoken. In direct quotation (direct discourse), the person’s words are duplicated exactly and enclosed in quotation marks: Polonius told his son, Laertes, “Neither a borrower nor a lender be.” An indirect quotation (indirect discourse) reports what someone said or wrote but not in the exact words and not in quotation marks: Polonius advised his son, Laertes, not to borrow or lend.
rational appeal  See appeals.
reciprocal pronoun  See pronoun.
reflexive pronoun  See pronoun.
regional language  Expressions common to the people in a particular geographical area. (See p. 512.)

regular verb  A verb that forms its past tense and past participle by adding -d or -ed to the plain form: love, loved, loved; open, opened, opened. Contrast irregular verb. (See p. 278.)

relative clause  A subordinate clause beginning with a relative pronoun such as who or that and functioning as an adjective.

relative pronoun  See pronoun.
restrictive element  See essential element.
revising  The stage of the writing process in which one considers and improves the meaning and underlying structure of a draft. Compare developing (planning) and drafting. (See pp. 48–54.)

rhetoric  The principles for finding and arranging ideas and for using language in speech or writing to achieve the writer’s purpose in ad-dressing his or her audience.

rhetorical question  A question asked for effect, with no answer ex-pected. The person asking the question either intends to provide the answer or assumes it is obvious: If we let one factory pollute the river, what does that say to other factories that want to dump wastes there?
run-on sentence  See fused sentence.
sans serif  See serifs.
search engine  A computer program that conducts Internet searches from keywords or directories. (See pp. 588–90.)

secondary source  A source reporting or analyzing information in other sources, such as a critic’s view of a work of art, a historian’s report on eyewitness accounts, or a sociologist’s summary of others’ studies. Contrast primary source. (See p. 565.)

second person  See person.
sentence  A complete unit of thought, consisting of at least a subject and a predicate that are not introduced by a subordinating word. Sentences can be classed on the basis of their structure in one of four ways. A simple sentence contains one main clause: I’m leaving. A compound sentence contains at least two main clauses: I’d like to stay, but I’m leaving. A complex sentence contains one main clause and at least one subordinate clause: If you let me go now, you’ll be sorry. A compound- complex sentence contains at least two main clauses and at least one subordinate clause: I’m leaving because you want me to, but I’d rather stay. (See pp. 265–66.)

sentence fragment  A sentence error in which a group of words is set off as a sentence even though it begins with a subordinating word or lacks a subject or a predicate or both. (See Chapter 17.)

Fragment
She lost the race. Because she was injured. [Because, a subordi-nating conjunction, makes the underlined clause subordinate.]
Revised
She lost the race because she was injured.
Fragment
He could not light a fire. Thus could not warm the room. [The underlined word group lacks a subject.]
Revised
He could not light a fire. Thus he could not warm the room.
sentence modifier  An adverb or a word or word group acting as an adverb that modifies the idea of the whole sentence in which it appears rather than any specific word: In fact, people will always complain.
series  A sequence of three or more items of equal importance: The children are named John, Hallie, and Nancy. The items in a series are separated with commas. (See pp. 441–42.)

serifs  Small lines on the characters in type fonts, such as the lines along the bottom of this A. Sans serif type, such as Arial, does not have serifs. (See p. 117.)

server  A computer that links other computers in a network. Servers transfer data and store files.

setting  The place where the action of a literary work happens. (See
p. 742.)

sexist language  Language expressing narrow ideas about men’s and women’s roles, positions, capabilities, or value. (See pp. 514–17.)

signal phrase  Words that indicate who is being quoted: “In the future,” said Andy Warhol, “everyone will be world-famous for fifteen minutes.” (For punctuating signal phrases, see pp. 444–46. For using signal phrases to integrate quotations, see pp. 625–27.)

simile  See figurative language.
simple predicate  See predicate.
simple sentence  See sentence.
simple subject  See subject.
simple tense  See tense.
singular  One. See number.
slang  Expressions used by the members of a group to create bonds and sometimes exclude others. Most slang is too vague, short-lived, and narrowly understood to be used in any but very informal writing. (See p. 512.)

source  A place where information or ideas may be found: book, article, Web site, work of art, television program, and so on.

spam  To send an irrelevant and unsolicited electronic message to many recipients at once, such as all the subscribers to a discussion list.

spatial organization  In a description of a person, place, or thing, the arrangement of details as they would be scanned by a viewer—for instance, from top to bottom or near to far. (See pp. 39 and 79–80.)

specific  See general and specific.
split infinitive  The often awkward interruption of an infinitive and its marker to by an adverb: Management decided to immediately introduce the new product. (See pp. 367–68.)

squinting modifier  See misplaced modifier.
standard American English  The dialect of English used and expected by educated writers and readers in colleges and universities, businesses, and professions. (See pp. 132–34, 510–11.)

subject  In grammar, the part of a sentence that names something and about which an assertion is made in the predicate. The simple subject consists of the noun alone: The quick brown fox jumps over the lazy dog. The complete subject includes the simple subject and its modifiers: The quick brown fox jumps over the lazy dog. (See pp. 233–34.)

subject complement  See complement.
subjective  See case.
subjunctive  See mood.
subordinate clause  See clause.
subordinating conjunction  See conjunction.
subordination  The use of grammatical constructions to de-emphasize one element in a sentence by making it dependent on rather than equal to another element: Although I left six messages for him, the doctor failed to call. Contrast coordination. (See pp. 398–402.)

substantive  A word or word group used as a noun.

suffix  A derivational suffix is a letter or group of letters that can be added to the end of a root word to make a new word, often a different part of speech: child, childish; shrewd, shrewdly; visual, visualize. An inflectional suffix adapts a word to different grammatical relations: boy, boys; fast, faster; tack, tacked.
summary  A condensation and restatement of source material in one’s own words and sentence structures, useful in reading for comprehending the material (see pp. 140–42) and in research writing for presenting the gist of the original author’s idea (pp. 617–18). Summaries appearing in a paper must always be acknowledged in source citations.

superlative  See comparison.
syllogism  A form of deductive reasoning in which two premises stating generalizations or assumptions together lead to a conclusion. Premise: Hot stoves can burn me. Premise: This stove is hot. Conclu-sion: This stove can burn me. See also deductive reasoning. (See
pp. 203–06.)

symbolism  The use of a concrete thing to suggest something larger and more abstract, as a red rose may symbolize passion or romance. (See p. 742.)

synchronous communication  Real-time, simultaneous communication over the Internet, analogous to a telephone conversation. Instant messaging and MOOs are examples. (See p. 593.)

synonyms  Words with approximately but not exactly the same meanings, such as snicker, giggle, and chortle. (See p. 520.)

syntax  In sentences, the grammatical relations among words and the ways those relations are indicated.

synthesis  Drawing connections among the elements within a work (such as the images in a poem) or among entire works (entire poems). Synthesis is an essential skill in critical thinking, reading, and writing (see pp. 161–62, 171) and in research writing (pp. 610–11).

tag question  A question attached to the end of a statement and consisting of a pronoun, a helping verb, and sometimes the word not: It isn’t raining, is it? It is sunny, isn’t it?
template  A word-processing form for a letter, memo, or other document. (See p. 116.)

tense  The form of a verb that expresses the time of its action, usually indicated by the verb’s inflection and by helping verbs.


The simple tenses are the present (I race, you go), the past (I raced, you went), and the future, formed with the helping verb will (I will race, you will go).


The perfect tenses, formed with the helping verbs have and had, indicate completed action. They are the present perfect (I have raced, you have gone), the past perfect (I had raced, you had gone), and the future perfect (I will have raced, you will have gone).


The progressive tenses, formed with the helping verb be plus the present participle, indicate continuing action. They include the present progressive (I am racing, you are going), the past progressive (I was racing, you were going), and the future progressive (I will be racing, you will be going).

(See p. 293 for a list of tenses with examples.)

theme  The main idea of a work of literature. (See p. 742.)

thesis  The central, controlling idea of an essay, to which all assertions and details relate. (See p. 27.)

thesis statement  A sentence or more that asserts the central, con-trolling idea of an essay and perhaps previews the essay’s organiza-
tion. (See pp. 28–31.)

third person  See person.
thread  In an Internet discussion group, a series of messages on the same topic.

tone  The sense of a writer’s attitudes toward self, subject, and readers revealed by words and sentence structures as well as by content. (See pp. 12, 188–89, 209–10, 741.)

topic  The subject of an essay or paragraph.

topic sentence  See paragraph.
transitional expression  A word or phrase, such as thus or for example, that links sentences and shows the relations between them. (See pp. 86–87for a list.) The error known as a comma splice occurs when two main clauses related by a transitional expression are separated only by a comma. (See pp. 346–47.)

transitive verb  A verb that requires a direct object to complete its meaning. (See pp. 238–39.)

trite expressions (clichés)  Stale expressions that dull writing and sug-gest that the writer is careless or lazy. (See pp. 527–28.)

two-word verb  A verb plus a preposition or adverb that affects the meaning of the verb: jump off, put away, help out. (See pp. 291–92.)

unity  The quality of an effective essay or paragraph in which all parts relate to the central idea and to each other. (See pp. 41–42 and 72–75.)

upload  To transfer data or files from your local computer to another computer.

URL (uniform resource locator)  An address for a document on the World Wide Web. (See p. 603.)

variety  Among connected sentences, changes in length, structure, and word order that help readers see the importance and complexity of ideas. (See Chapter 26.)

verb  A word or group of words indicating the action or state of being of a subject. The inflection of a verb and the use of helping verbs with it indicate its tense, mood, voice, number, and sometimes person. See separate listings for each aspect and for predicate. (See Chapter 14.)

verbals and verbal phrases  Verbals are verb forms used as adjectives (swimming children), adverbs (designed to succeed), or nouns (addicted to running). The verbals in the preceding examples are a participle, an infinitive, and a gerund, respectively. (See separate entries for each type.) Verbal phrases consist of verbals plus objects or modifiers: Swim-ming fast, the children reached the raft. Willem tried to unlatch the gate. Running in the park is his only recreation. (See pp. 249–50.)

A verbal is a nonfinite verb: it cannot serve as the only verb in the predicate of a sentence. For that, it requires a helping verb. (See p. 248.)

verb forms  Verbs have five distinctive forms. The first three are the verb’s principal parts:

The plain form is the dictionary form: live, swim.

The past-tense form adds -d or -ed to the plain form if the verb is regular: live, lived. If the verb is irregular, the plain form changes in some other way, such as swim, swam.

The past participle is the same as the past-tense form for regular verbs. For irregular verbs, the past participle may differ (swum).


The present participle adds -ing to the plain form: living, swimming.

The -s form adds -s or -es to the plain form: lives, swims.
verb phrase  A verb consisting of a helping verb and a main verb: has started, will have been invited. A verb phrase can serve as the predicate of a clause: The movie has started.
voice  The form of a verb that tells whether the sentence subject performs the action or is acted upon. In the active voice the subject acts: We made the decision. In the passive voice the subject is acted upon: The decision was made by us. (See pp. 302–03.)

warrant  A term used for assumption in argument. See assumption.
Web forum  A discussion group on the Web, open to everyone and or-ganized around subjects.

wizard  A file on many word processors and most desktop publishers that guides the user in designing documents. (See p. 116.)

word order  The arrangement of the words in a sentence, which plays a large part in determining the grammatical relation among words in English.

writing process  The activities involved in producing a finished piece of writing. The overlapping stages of the process—developing or planning, drafting, and revising—vary among writers and even for the same writer in different writing situations. (See Chapters 1–3.)

writing situation  The unique combination of writer, subject, audience, purpose, and other elements that defines an assignment or occasion and helps direct the writer’s choices. (See pp. 4–6.)

