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Chapter 1

100-Question Quiz

It’s not wise to violate 
the rules until you know 
how to observe them.

— T.S. Eliot
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Allot, Alot, A lot

Allot is a verb meaning “to distribute” or “to apportion.” 
Alot is not a word in the English language, but a common 
misspelling. A lot means “many.”

To become proficient at yoga one must allot twenty minutes 
a day to practice.

Having a lot of free time is always a luxury.

All ready, Already

All ready means “entirely ready” or “prepared.” Already means 
“before or previously,” but may also mean “now or soon.”

Contingency plans ensure we are all ready in case the 
unexpected happens. (entirely ready or prepared)

We’ve already tried the newest brand. (before or previously)

Is it lunchtime already? (now or so soon)

All together, Altogether

All together means “in one group.” Altogether has two 
meanings. It can mean “completely,” “wholly,” or “entirely.” 
It can also mean “in total.”

Those going camping must be all together before they can 
board the bus.

The recommendation is altogether wrong.

There are six rooms altogether.

NOTE  The phrase “putting it all together” (four words) 
is correct. It means “putting it all in one place.” The phrase 
“putting it altogether” (three words) is incorrect because it 
would effectively mean “putting it completely” or “putting it 
in total.”

Word Gremlins  83

Among, Amongst

These words are interchangeable: among is American 
English while amongst is British English. A given written 
document should show consistent treatment.

Anymore, Any more

These words are not interchangeable. Anymore means 
“from this point forward.” Any more refers to an unspecified 
additional amount.

I’m not going to dwell on this mishap anymore.

Are there any more tickets left?

Anyone, Any one

These words are not interchangeable. Anyone means “any person” 
whereas any one means “any single person, item, or thing.”

Anyone can take the exam.

Any one of these green vegetables is good for you.

Anytime, Any time

These words are not necessarily interchangeable. Anytime is 
best thought of as an adverb which refers to “an unspecified 
period of time.” Any time is an adjective-noun combination 
which means “an amount of time.” Also, any time is always 
written as two words when it is preceded by the preposition 
“at”; in that case, its meaning is the same as its single word 
compatriot.

Call me anytime and we’ll do lunch.

This weekend, I won’t have any time to tweet (twitter).

At any time of the day, you can hear traffic if your window 
is open.
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2. Leader (*)

The activities of our current leader have led to a significant 
increase in the number of issues relating to the role of the 
military in non-military, nation-building exercises.

A) have led to a significant increase in the number of 
issues relating to the role of the military in non-
military, nation-building exercises.

B) have been significant in the increase in the 
amount of issues relating to the role of the military 
in non-military, nation-building exercises.

C) has led to a significant increase in the number of 
issues relating to the role of the military in non-
military, nation-building exercises.

D) has been significant in the increase in the number 
of issues relating to the role of the military in non-
military, nation-building exercises.

E) has significantly increased the amount of issues 
relating to the role of the military in non-military, 
nation-building exercises.

3. Marsupial (**)

According to scientists at the University of California, 
the pattern of changes that have occurred in placental 
DNA over the millennia indicate the possibility that 
every marsupial alive today might be descended from 
a single female ancestor that lived in Africa sometime 
between 125 and 150 million years ago.

A) indicate the possibility that every marsupial alive 
today might be descended from a single female 
ancestor that
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B) indicate that every marsupial alive today might 
possibly be a descendant of a single female 
ancestor that had

C) may indicate that every marsupial alive today has 
descended from a single female ancestor that had

D) indicates that every marsupial alive today might be 
a descendant of a single female ancestor that

E) indicates that every marsupial alive today may be a 
descendant from a single female ancestor that

4. Critics’ Choice (**)

In this critically acclaimed film, there are a well-
developed plot and an excellent cast of characters.

A) In this critically acclaimed film, there are a well-
developed plot and an excellent cast of characters.

B) In this critically acclaimed film, there is a well-
developed plot and an excellent cast of characters.

C) In this film, which is critically acclaimed, there 
is a well-developed plot and an excellent cast of 
characters.

D) In this film, which has been critically acclaimed, 
there are a well-developed plot and an excellent 
cast of characters.

E) There is a well-developed plot and an excellent cast 
of characters in this critically acclaimed film.
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Example rock ’n’ roll (not rock ‘n’ roll)

Example jivin’ (not jivin‘)

Example ’tis (not ‘tis)

Bulleted lists. Displaying information vertically is often done 
with bulleted lists or numbered lists. The following provides a 
succinct summary on how to punctuate bulleted (or numbered ) 
information. There are five basic scenarios. The topic chosen is 
one dear to us all — books!

Scenario 1A

Four words that describe why books are cool:

 durability
 accessibility
 portability
 affordability

Treatment: Here, a complete sentence introduces a bulleted list 
and the original sentence is appropriately followed by a colon. 
No periods follow any line of bulleted information because none 
is a complete sentence. Capitalization of these words is optional; 
however, for the sake of consistency, each of these words should 
begin with a capital letter or each word should be placed in 
lowercase (no capital letters).

Scenario 1B

Four reasons why printed books are great:

1. Durability
2. Accessibility
3. Portability
4. Affordability
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Treatment: Numbered lists are punctuated identically to bulleted 
lists. The one exception is that the first word that follows each 
number must be capitalized. Note that numbered lists are not 
recommended unless there is a reason for their use, including 
the need to impose order or hierarchy.

Scenario 2

Why will printed books never become obsolete?

 They’re durable.
 They’re accessible.
 They’re portable.
 They’re affordable.

Treatment: The complete sentence that introduces the list above 
is appropriately followed, in context, by a question mark, not 
a colon. Since each line of bulleted information is a complete 
sentence, each begins with a capital letter and ends with a period.

Scenario 3

People love printed books because they’re

 durable
 accessible
 portable
 affordable

Treatment: No colon is used after the word “they’re” because it 
does not introduce a complete sentence. No periods follow any 
of the bulleted information because none is a complete sentence. 
Capitalization of the first word following each bullet is optional.
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Exhibit 7.1 Chart of Spelling Differences Between 
American English and British English

American English British English

-ck check -que cheque

-ed learned -t learnt

-er center, meter -re centre, metre

-no e judgment,
acknowledgment

-e judgement,
acknowledgement

-no st among, amid -st amongst, amidst

-in inquiry -en enquiry

-k disk -c disc

-l traveled,
traveling

-ll travelled,
travelling

-ll enroll, fulfillment -l enrol, fulfilment

-m program -mme programme

-o mold, smolder -ou mould, smoulder

-og catalog -ogue catalogue

-or color, favor -our colour, favour

-s defense, offense -c defence, offence

-z summarize,
organization

-s summarise,
organisation

Always be nice to those 
younger than you, because 

they are the ones who will be 
writing about you.

— Cyril Connolly

Sample Pages from The Little Gold Grammar Book
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Exhibit 1.3 The Simple and Progressive Verb Forms

Simple Form Progressive Form

Present Tense I travel I am traveling

Past Tense I traveled I was traveling

Future Tense I will travel I will be traveling

Present Perfect 
Tense

I have traveled
I have been 
traveling

Past Perfect 
Tense

I had traveled …
I had been 
traveling …

Future Perfect 
Tense

I will have 
traveled …

I will have been 
traveling …

Q73 We are raising money for the new scholarship 
fund. So far we (raised / have raised / had 
raised) $25,000.

Q74 By the time I began playing golf, I (played / 
had played) tennis for three hours.

Q75 Larry (studied / has studied / had studied) 
Russian for five years before he went to work 
in Moscow.

Q76 By the time evening arrives, we (finished / had 
finished / will have finished) the task at hand.
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Exhibit 1.4 Visualizing the Six Verb Tenses

Tense Examples Summary

Simple Present I study physics. Expresses events or 
situations that currently 
exist, including the near 
past and near present.

Simple Past I studied physics. Expresses events or 
situations that existed in 
the past.

Simple Future I will study 
physics.

Expresses events or 
situations that will exist 
in the future.

Present Perfect I have studied 
physics.

Expresses events or 
situations that existed in 
the past but that touch 
the present. Look for the 
verbs “has” or “have.”

Past Perfect By the time I 
graduated from 
high school, I 
had decided to 
study physics.

Expresses events or 
situations in the past, 
one of which occurred 
before the other. Look 
for the word “had” to 
signal the first of two 
past events.

Future Perfect By the time I 
graduate from 
college, I will 
have studied 
physics for four 
years.

Expresses events or 
situations in the future, 
one of which will occur 
after the other. Look for 
the words “will have” to 
signal the first of two 
future events. 
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Introduction

This book is based on a simple but powerful observation: 
Individuals who develop outstanding grammar skills do so 
primarily by mastering a limited number of the most important 
grammar rules, which they use over and over. What are these 
recurring rules? The answer to this question is the basis of this 
book.

In everyday writing, we may not always think it necessary to 
know the intimate rules of grammar. As long as we reach our 
goal of communicating through our writing, why do we need to 
know precisely how everything works? After all, as long as we 
can drive a car, why do we need to know how the engine works?

The individual who desires to become truly proficient in basic 
writing skills needs to look under the “hood” to better understand 
how the writing engine functions. How do we navigate this mag-
nificent ensemble — the act of accurately stringing words and 
word groups into sentences? The answer is part science and part 
art.

First, we review the common grammar categories that capture 
the vast majority of recurring grammar problems. Next, we 
familiarize ourselves with the names of grammatical terms that 
describe the words and word groups used in building sentences. 
Lastly, we see how these parts interact as a whole by testing them 
through multiple-choice problems that integrate key concepts.

Our journey would not be complete without coverage of a few 
areas that closely impact “grammar.” These areas include diction 
and idioms, editing tips, American English versus British 
English, and traditional writing versus digital writing.

This book is your “grammar mechanic’s” guide to writing.

Let’s get started.
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