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Practice Exam.  Within 20 minutes, select the correct sentence out of these 15 groups of sentences.  After the test, refer to the section in the self-paced text for any questions that you missed; all of these sentences are from the Writing Skills Self-Paced Text.

1.  Parts of speech and sentence fragments – Exercise A1

a. Delivery to the fleet sometime in the fall of the following year.

b. Forces moved to the line of departure, passed through breaches in the first obstacle belts.  And began screening operations.

c. Operational speed and the firepower of our combined arms enable the landing force to attack by air and surface.  In so doing, the landing force creates confusion.

d. After having been validated during the war.  His theories on the tactical employment of rocket launchers are still valid.

2.  Comma Splice, Fused Sentence, and Case – Exercises A2 and A3

a. Throughout history, commanders sought victory in battle by concentrating against an enemy’s weakness the easiest way was to pit superior weapons systems against an inferior one.

b. A key in any low-intensity conflict is the use of ambush to deny the enemy the ability to move freely throughout the area of operation.

c. Just between you and I, whom do you think did well on the communications test?

d. Heat stress is debilitating, consequently, it is important to drink plenty of fluids.

3.  Agreement of Subject/Verb and Pronoun/Antecedent – Exercises A4 & A5

a. The concept of using maritime prepositioning force squadrons to move supplies are not new.

b. An officer needs to know his Marines and look out for his welfare.

c. A burning oil well along with burning tanks were present on the battlefield.

d. Ten bushels of apples is a lot of apples.

4.  Capitalization – Exercise B1

a. did sgt allen mendelson speak to his father about the deployment to cambodia?

b. I can never remember if father’s day is in June or July.

c. When we were in the Middle East, most of our tanks were positioned south of the camp.

d. For Christmas, my husband and I are taking a boat trip down the Nile river.

5.  Abbreviations and Acronyms – Exercise B2

a. A NASA official gave a briefing on the new shuttle.

b. Lt Mark Price organized a MIA ceremony.

c. A AFROTC cadet was chosen for the program.

d. The aggressor was deterred by an U.N. resolution.

6.  Numbers – Exercise B3

a. Our club had 105 members during the 60s and 2,123 by the 80s.

b. For the fitness test, we need fifty-five 10-pound weights.

c. Fifteen tanks, 11 helicopters, and 9 jets were damaged or destroyed during the battle.

d. 21 of the red boxes will cost nine dollars plus tax (63 cents), for a total of $9.63.

7.  Punctuation – Exercises C1-C2

a. The Toyota comes with an airbag on the driver’s side, and has a full four-year warranty.

b. One of the manuals (the one with the blue cover.) comes with a computer simulation on a floppy disk.

c. While serving with the 1st Calvary, he was selected to attend the Air War College.

d. I asked, “How much do the tickets to the party cost”?

8.  Punctuation (cont) – Exercises C3-C4

a. I wasn’t sure I believed Major Porter when he said, “Not one soldier was hurt in the drill;” for three missed dinner that evening, and two missed the trail run the next morning.

b. You can buy a programmable scanner at Electronics Hut (located at the corner of Pilgrim Avenue and Main Street); they have the most reliable brands at the most reasonable prices.

c. Several volunteers helped make the project successful for example, Major Porter’s financial planning kept on our budget, and Mrs. Day’s efficient office skills kept us on our schedule.

d. Was his biography included in: Aces: World War I or Aces: World War II?

9.  Punctuation (cont) – Exercises C5-C6

a. That table isn’t your’s, but I’ll be happy to inform you when another table is ready.

b. The roar of the jet’s always sets off someone’s car alarm.

c. You will be bused–not flown–to Camp Lejeune.

d. My son–the Marine recruiter, is looking forward to retirement.

10.  Confusing Words and Redundancy – Exercises D1-D2

a. Whose going to volunteer first?

b. The Marine Corps takes care of it’s own.

c. The meeting will be held at 1900 at night.

d. The CH-46 helicopter is smaller than the CH-53.

11.  Wordiness and Omitting Necessary Words – Exercises D3-D4

a. Though we were outnumbered, we defeated the enemy.

b. This order was prepared according to the established standards and criteria.

c. The soldiers had occupied the building were still there.

d. You better talk to the admiral before the briefing.

12.  Concrete Words and Word Choice – Exercises D5-D6

a. The United States of America has many states.

b. The Yom Kippur War started at 1400 on 6 October 1973.

c. This publication provides guidance of all personnel who make use of the system.

d. The BOQ is adjacent to the mess hall.

13.  Active Voice and Dangling Modifiers – Exercises E1-E2

a. It has been brought to my attention that Lieutenant Allen suggested an alternate plan.

b. It was decided by the division chief that more decisions should be made by the branch heads.

c. Using a new computer program, Lance created visual aids for the briefing.

d. While serving in the Middle East, the lieutenant’s son started kindergarten.

14.  Parallelism and Shifts in Grammatical Structures - Exercise E3-E4

a. We prepared for the physical fitness test by running, doing push-ups, and stretched.

b. Most of the Marines were enthusiastic and eager to fight, while others were nervous and afraid to fight.

c. This group of Marines know how to use the new weapons system.

d. While we are in the simulator, a person may feel weightless.

15.  Cumbersome and Positive Sentences – Exercises E5-E6

a. The prime function of the rifle company is to provide protection for antiarmor weapons, and so the rifle company forms a web of automatic weapons, capable of fire in all directions, that protects the anitarmor weapons.

b. On the first day, the class learns about such topics as: observation techniques; vehicle and equipment recognition; size, activity, location, unit, time, equipment (SALUTE) reports; threat organizations, and world situation briefs.

c. By not using a standard reports system, I have lost track of several documents.

d. Discuss the incident report only with persons who have security clearances.

Matching.  Column 1 describes a situation that calls for some type of correspondence.  Column 2 is a list of types of correspondence.  Place the letter of the type of correspondence from column 2 that should be used in the situation in column 1.

	Column 1

Occasions for Correspondence
	Column 2

Types of Correspondence

	_____ 1.  You are a platoon commander in B Company.  You have been tasked to arrange for catering service for the Marine Corps Ball.  What type of correspondence would you use to ask for bids from different caterers?
	a. Standard letter

b. Endorsement

c. Memorandum

d. Point (Talking) Paper

e. Business letter

	_____ 2.  You are the C Company commander and receive a promotion warrant from the battalion for Lance Corporal Johnson of the Weapons Platoon.  What type of correspondence would you use to forward the warrant to the Lance Corporal?
	

	_____ 3.  As a platoon commander in B Company, you have just discovered that you are short one controlled item.  In your search for the missing item, you learn that the missing item was approved for use in another company but was never signed out of your company.  What type of correspondence would you use to record this discrepancy and your findings? 
	


Identifying Format Errors.  In the sample standard naval letter on page 4, identify the _____ errors in the format and how/why it should be corrected.

1. Error:  

How/why to correct:

2. Error:  

How/why to correct:

3. Error:  

How/why to correct:
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United States Marine Corps
The Basic School
Marine Corps Combat Development Command
Quantico, Virginia 22134-5000

IN REPLY REFER TO:

4400

C405-S3A


18 Jan 02

From:  Operations Officer, The Basic School

To:    Approving Official, The Basic School

Subj:  OPEN PURCHASE REQUEST


1. The order is for a Survey Test Kit charged to the WF Fiscal Account:  
The item(s) listed above are required by the following date: 01/22/02

2. Sources should include complete name, address, and telephone numbers.

CBT Mc-Graw Hill

20 Ryan Ranch Road

Monterey, CA 93940-5703

(800) 538-9547

www.ctb.com

3. Priority Choices 07, 09, 14 (Circle one).  All priorities require justification.  07 priority requires justification and an impact statement).

4. Justification: Required for diagnostic testing of Officer Students at TBS.

5. Impact statement: Earlier diagnostics and remediation of students with potential academic problems will decrease recycle/separation rates.

_________________________________

                               
(APPROVED BY AUTH SECT. CHF/OFCR)

Review Aids

The following information comes from the writing skills classes for easy reference.

B6602.1 Writing Skills:  Parts of Speech.

The part of speech is determined by the word and how it is used in the sentence.

	Part of Speech
	Description and Characteristics

	Noun
	· Name of person, place, or thing (concrete or abstract)

· Types

· Common

· Proper – a specific person, place, or thing; identified by starting a capital letter

· Compound – two words that represent one person, place, or thing

· Collective – can represent a group (singular) or the individuals in a group (plural); examples:  team, squad, committee, etc.

· Singular or plural.  For compound nouns, add s to the word that is key to the compound:

· Keyboards

· Sergeants major

· Courts-martial

· Shows gender (male, female, neutral)

· Person

· First person is from the speaker’s viewpoint

· Second person is from the viewpoint of the person being spoken to

· Third person is from the viewpoint of the person being spoken about

· Case

· Subjective – serving as the subject of the phrase, clause, or sentence

· Objective – serving as the object of the phrase, clause, or sentence

· Possessive – shows ownership

	Pronoun
	· Takes the place of a noun (its antecedent)

· Same characteristics as a noun (singular/plural, gender, person, case)

· Pronoun-antecedent agreement:  the pronoun must match the noun it represents in number and gender

Person and Number

Subjective Case

Objective Case

Possessive Case

1st Person Singular

I

Me

My, mine

2d Person Singular

You

You

Your, yours

3d Person Singular

He, she, it

Him, her, it

His, hers, its

1st Person Plural

We

Us

Our, ours

2d Person Plural

You

You

Your, yours

3d Person Plural

They

Them

Their, theirs

Who

Who

Whom

Whose

· Each, every, any, one, and none are singular pronouns

· When used to take the place of a noun, these words are pronouns:

· This, that, these, those

· One, each

· Either, neither

· Other, another

· Both, several, few

· Some, any, all

· Many, more, much, most

· What, which

· Whatever, whichever


	Part of Speech
	Description and Characteristics

	Verb
	· An action word

· Tense

· Present

· Past

· Future

· Subjects and verb must agree in number (conjugate verbs)

· Conjugate “to be”

Person

Present Tense

Past Tense

I

Am

Was

You

Are

Were

He, she, it

Is

Was

We

Are

Were

You

Are

Were

They

are

Were

· Irregular verbs that are frequently misused:

Present

Past

Past Participle

have + …

Begin

Began

Begun

Blow

Blew

Blown

Break

Broke

Broken

Bring

Brought

Brought

Burst

Burst

Burst

Choose

Chose

Chosen

Come

Came

Come

Do

Did

Done

Drink

Drank

Drunk

Drive

Drove

Driven

Fall

Fell

Fallen

Freeze

Froze

Frozen

Give

Gave

Given

Go

Went

Gone

Know

Knew

Known

Ride

Rode

Ridden

Ring

Rang

Rung

See

Saw

Seen

Shrink

Shrank

Shrunk

Speak

Spoke

Spoken

Steal

Stole

Stolen

Take

Took

Taken

Throw

Threw

Thrown

Write

Wrote

Written

· Forms of “to be”:

· Be, shall be

· Being, will be

· Am, has been

· Are, have been

· Is, had been

· Was, shall have been

· Were, will have been


	Part of Speech
	Description and Characteristics

	Verb (continued)
	· Linking verbs do not express action and are followed by a noun or an adjective that completes the meaning of the verb:

· Forms of “to be”

· Sense verbs:  seem, appear, look, feel, smell, taste, sound

· Become

· Grow

· Remain

· Stay

· Helping verbs:

· All forms of “to be”

· Has, have, had

· Shall, will

· Can, may

· Should, would, could

· Might, must

· Do, did does

· Active versus passive voice:

· Use active voice; the subject does the action

· Avoid passive voice; the subject is acted upon; frequently form of “to be” with verb past participle (often a verb that ends with “ed” or “en”)

	Adjective
	· Describes a noun or a pronoun

· Answers these questions:

· What kind?

· How many?

· Which one?

· Place close to the word(s) it modifies

	Adverb
	· Describes a verb, an adjective, or another adverb

· Answers these questions:

· When?

· Where?

· Why?

· How (in what manner)?

· How much (to what extent)?

· Frequently end in -ly


	Part of Speech
	Description and Characteristics

	Conjunction
	· Joining or connecting words

· Coordinating conjunctions– join items of equal value/importance; FANBOYS

· For

· And

· Nor

· But

· Or

· Yet

· So

· Correlative conjunctions – occurs in pairs:

· Both, and

· Either, or

· Neither, nor

· Not only, but also

· Subordinating conjunctions– joins items of unequal value/importance; examples in table below:

Although

In order that

Until

After

Since

When

As, as if, as long as, as soon as

So that

Whenever

Before

Than

Where

Because

Though

Wherever

If

Unless

· Conjunctive adverbs – transition words that join two complete sentences; examples are

· Therefore

· However

· Moreover

· Furthermore

· Consequently

	Preposition
	· Shows relationship between words

· Examples in the table below:

Aboard

Between

On

About

Beyond

Over

Above

But (meaning except)

Since

Across

By

Through

After

Concerning

Throughout

Against

Down

To

Along

During

Toward

Among

Except

Under

Around

For

Underneath

At

From

Until

Before

In

Up

Behind

Into

Upon

Below

Like

With

Beneath

Of

Within

Beside, besides

Off

Without




B6602.2 Writing Skills:  Phrases, Clauses, Sentences, and Punctuation.

Phrases.

Phrase – a group of words that relate to each other but lack a related subject and verb.

Absolute phrase:  a noun plus a participle (verb that ends in “ing”)

· Knees trembling

· Eyes blinking

· Hands shaking

Verb phrase:  helping verb plus action verb

· Have gone

· Must report

· Could injure

Prepositional phrase:  preposition plus its object (a noun or pronoun—which is in the objective case); can serve as an adjective or adverb

· Of the troops

· With the commander

· Beneath the cover

Clauses.

Clause – a group of words that relate to each other and have a related subject and verb; categories (not mutually exclusive) are based on

· Part of speech/function:  noun, adjective, adverb

· Value to sentence:  restrictive, non-restrictive

· Completeness:  dependent, independent

Noun clause – group of related words with a related subject and verb that is serving as a noun.  Signals are 

· How

· That

· What

· Whether

· Why

Adjective clause – group of related words with a related subject and verb that is serving as an adjective.  Signals are

· That

· Which

· Who

· Whom

· Whose

Adverb clause – group of related words with a related subject and verb that is serving as an adverb.  Adverb clauses cannot stand alone and are introduced by subordinate conjunctions; signals for adverb clauses are based on what information the adverb tells.

	When the adverb tells….
	Adverb clause signals may be…

	How
	As if, as though

	On/under what condition
	Although, if, provided that, though, unless

	When
	After, as, as soon as, before, since, until, when, whenever, while

	Where
	Where, wherever

	Why
	As, because, since, so that


Restrictive clause – a clause that is required for the meaning of the sentence.

Non-restrictive clause – a clause that adds information that is not essential for the meaning of the sentence; non-restrictive clauses are set off with commas.

Dependent clause – a clause that cannot stand alone; it does not make sense alone.

Independent clause – a clause that can stand alone; it provides a complete thought.  In other words, it is a sentence.

Sentences.

Sentence – an independent clause; a group of related words with a related subject and predicate (verb and may include an object plus other parts of the sentence) that tells a complete thought.

Simple sentence – a subject plus a predicate that provides a complete thought

Compound sentence – two simple sentences joined with a coordinating conjunction.

Complex sentence – a dependent clause and an independent clause.

Compound complex sentence – a complex sentence joined with another sentence.

Punctuation.

Graphic aid for punctuating sentences:




                   Sentence       Sentence

Graphic aid for punctuation marks and quotation marks:


“.” and “,”


“”; and “”:


“?” “!” or “”? “”!

Passive voice:  sentence in which the subject is acted upon.  Avoid using passive voice:

Form of “to be” + past participle (past tense of main verb; generally ends in –en or –ed)

Active voice:  subject of the sentence does the action.

Place modifiers (single words, phrases, or clauses) next to what you mean to modifiy.  Be extra careful that you look at the meaning of sentences with modifying phrases in them.  See the table below for more explanation.

	Dangling or Misplaced Modifier
	Explanation
	Correction

	As a tank commander, it is your responsibility to ensure your tank is able to shoot, move, and communicate at all times.
	As a tank commander refers to a person.  Therefore it cannot modify the following word, it, or the whole sentence.  The modifier dangles with nothing to modify.
	As a tank commander, you must ensure your tank is able to shoot, move, and communicate at all times.

	Running as fast as possible, the football was caught just before time ran out.
	This example shows the football was doing the running.
	Running as fast as possible, he caught the football just before time ran out.

	The mess sergeant added the noodles and spices to the hot water while boiling.
	As written, the mess sergeant is boiling instead of the water.
	The mess sergeant added the noodles and spices to the boiling hot water.

	While riding, lubricate your bicycle chain so that shifting gears goes smoothly.
	As written, you will be busy simultaneously riding your bicycle and lubricating its chain.
	Lubricate your bicycle chain so that when you ride your bicycle the gears will shift smoothly.


Use positive language.  Avoid using negative language.

B6602.3 Writing Skills:  Composition and Correspondence.

Regardless of what you are writing, you must first identify

· The purpose of your writing

· To direct

· To inform

· To question

· To persuade

· Your specific objective – what you want your reader to do after reading

· For whom you are writing

· Who (military/civilian, subordinate/peer/superior)

· Reception (friendly, hostile, skeptical, cooperative, etc.)

· Tone (formal/informal, depth of knowledge, etc.)

Throughout the writing process, keep these your purpose and your audience in mind.

Writing process

· Record data – self-paced text pages 108 to 113

· Outline – self-paced text pages 114 to 115

· Write – self-paced text pages 116 to 133, plus unit 1 grammar rules and SECNAVINST 5216.5_ Chapter 3

· Edit – self-paced text pages 134-146, especially checklist on page 146; plus unit 1 grammar rules; and SECNAVINST 5216.5_ Chapters 2 and 3.  

· Proof – coordinate as appropriate; final proofread just before distribution

SECNAVINST 5216.5_, Correspondence Manual:

· Chapter 1, Section B, Standards and Procedures, (pages 3 through 31) 

· General

· Correspond Through Channels

· Signature Authority

· Reply Promptly

· Identifying Navy and Marine Corps Personnel

· Letterhead Stationery

· Expressing Military Time

· Expresing Dates

· Abbreviations and Acronyms

· Punctuation, Capitalizing, and Spelling

· Proofreading

· Typeface

· Color of Ink

· Section D, Electronic Mail

· Section E, Facsimile Transmission Services

· Section F, Postal Standards

· Source of Address Information

· Delivery and Return Address Formats

· Figures 1-2 and 1-3 Standard Address Abbreviations and State/Territory Abbreviations.

· Especially note paragraph 1-5c(2) on page 5…. NAVMC 10274 Administrative Action (AA) Form:

· Designed to reduce administrative workload and to standardize certain routine actions

· May be used through normal correspondence channels up to and including Headquarters Marine Corps

· Is used to request individual personnel actions (such as retirements, resignations, etc.)

· Chapter 2, Correspondence Formats
· All of Section A, Standard Letter and Figures 2-1 through 2-9

· Section B, Multiple-Address Letter (General)

· Section C, Endorsements (General)

· Section D, Memorandums (General and Formats)

· Section E, Point (Talking) Papers (General)

· Section F, Business Letters (General)

· Chapter 3, Naval Writing Standards

· Section B, Organized Writing

· Section C, Natural Writing

· Section D, Compact Writing

· Section E, Active Writing

· Appendix A and Appendix B are also great references to use.

Frequently Confused Words.

	Present
	Present Participle
	Past
	Past Participle

Have + …

	Lie (to rest)
	Lying
	Lay
	Lain

	Lay (to put)
	Laying
	Laid
	Laid

	Lie (to tell untruth)
	Lying
	Lied
	Lied


Accept (to receive) - verb

Except – preposition meaning to leave out

Advice (counsel; opinion) – noun

Advise (to give counsel) – verb

Affect (to influence) – usually a verb

Effect – noun (result of a cause) or verb (to produce)

All ready (everyone is ready) – pronoun plus adjective

Already (previously)

All right – correctly spelled

Alright – incorrectly spelled

All together – (everyone in the same place)

Altogether – (entirely)

An (one) - used before a vowel sound

And (plus, in addition)

Brakes (stopping devices)

Breaks (shatters, severs)

Buy (purchase) – verb

By (near) – preposition

Capital – noun (the official seat of government or wealth); adjective (of primary importance)

Capitol (the building in which state or federal legislatures meet) – noun

Choose (select) – used for present and future tense

Chose – past tense

Cite (to quote, commend, or mention to support or illustrate) – verb

Site – noun (a location); verb (to find a location)

Sight – noun (the ability to see); verb (to observe within one’s field of vision)

Clothes (what you wear)

Cloths (pieces of material)

Coarse (rough, crude)

Course (path of action/progress; unit of study; track or way) – may also be used with of to mean as was to be expected
Complement – verb (to make complete); noun (that which is filled up or complete)

Compliment – verb (to praise or congratulate); noun (a formal expression of courtesy, praise, or admiration)

Fewer – used with plural nouns and applies to number

Less – used with singular nouns and applies to amount

Hear (to receive sounds through the ears)

Here (this place)

Its – possessive of it
It’s – contraction of it is
Lead (to go first) – present tense

Led – past tense of lead
Lead (a heavy metal; graphite in a pencil)

Loose (free, not close together)

Lose (to suffer loss)

Moral (good; a lesson of conduct)

Morale (mental condition, spirit)

Passed – verb, past tense of pass
Past – noun, adjective, or preposition

Peace – opposite of strife
Piece (a part of something)

Personal – adjective (of, relating to, or affecting a person); noun (a short newspaper paragraph relating to the activities of a person, group, or personal matters)

Personnel (a body of persons usually employed) – noun

Plain (not fancy; a flat area of land; clear)

Plane (a flat surface; a level; a tool; an airplane)

Principal – noun (head of a school); adjective (main or most important)

Principle (a rule of conduct; a law; a main fact)

Shone – past tense of shine
Shown (revealed)

Stationary (in a fixed position)

Stationery (writing paper)

Than – a conjunction used for comparisons

Then – an adverb or conjunction indicating at that time or next

Their – possessive of they
There (a place)

They’re – contraction of they are
Threw (hurled)

Through (in at one side and out at the opposite side)

To – a preposition or part of the infinitive form of a verb

Too (also, more than enough) – adverb

Two (one + one) – adjective

Weak (feeble; lacking force) – opposite of strong
Week (seven days)

Weather (conditions outdoors)

Whether – indicates alternative or doubt

Who’s – contraction of who is or who has
Whose – possessive form of who
Write (to inscribe characters on a surface) – verb

Right – adjective (correct; opposite of left); noun (privilege)

Rite (a ceremony) – noun

Your – possessive form of you
You’re – contraction of you are
Exam Preparations.

· Do the exercises.

· Tab your book; highlight rules.

· Get plenty of rest night before and eat a good breakfast.

· Be sure to bring to the exam your

· Writing skills self-paced text

· SECNAVINST 5216.5_, Correspondence Manual
· Class notes and this student handout

· Two sharpened number 2 pencils

· An eraser that does not stain paper after use


















































































Appropriate end punctuation





, + FANBOYS





;





; + conjunctive adverb + ,
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December 2002

