
Less versus Fewer 
Rule:  Use  for singular nouns and  for plural 

nouns. 
 

Candy is … less candy   M&Ms are … fewer M&Ms 

Water is … less water   Glasses of water are … fewer glasses of water 

Potato salad is … less potato  Potatoes are … fewer potatoes 
 

 

 

Choose the correct word. 

1. I need less/fewer advice and more open-minded questions. 

2. We had less/fewer injuries on the team than our coach expected. 

3. We had fewer than/less than two hours before we had to take the exam. 

4. Fewer/Less seats were filled for the concert because of the rain. 

5. The muffin should cost a dollar or fewer/less. 

  

 



 

 

Answers 

1. I need less advice and more open-minded questions. 

2. We had fewer injuries on the team than our coach expected. 

3. We had less than two hours before we had to take the exam. 

4. Fewer seats were filled for the concert because of the rain.. 

5. The muffin should cost a dollar or less. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Quotation Marks and Question Marks 
 

Rule #1: If you quote a question, put the question mark  

the quotation marks. 
 Phillip asked, "Do you need this book?" 

 Reynold asked, “Can we have ice cream for dinner?” 

 The Dream Questionnaire items included “How often do you remember your dreams?” 

 She asked, “May I have a bite?” 
 

Rule #2: Place the punctuation  the closing quotation 

marks if the punctuation is not part of the quotation, but it 
applies to the whole sentence. 
 Does Dr. Lim always say to her students: "You must work harder"? 

 Do you actually like “Gangnam Style”? 

 How will this study impact participants who stated at the outset, “I never remember my dreams”?    

 Did he really declare, “It’s just a piano”? 

 

 



 

Choose the correct usage. 

1.  Did Jack ask, “What is the number of a good lawyer?” / lawyer”? 

2.  She kept asking, “Why me?” / me”? 

3.  John asked, “Are we there yet?” / yet”? 

4.  Did you hear me say, “I’m hungry?” / hungry”? 

5.  When did Oliver say, “You’re lucky?” / lucky”? 

6.  The coach said, “Are there any volunteers?” / volunteers”? 

7.  “What time is it?” / it”?  said Mike. 

8.  Does Mrs. Smith often say, “There is no time like the  

   present?” / present”? 

9.  The boys were already full when their mother asked, “Anyone want  

   seconds?” / seconds”? 

10. Why did George Washington say, “I cannot tell a lie?” / lie”? 

 

 

 

 

 



 

Answers 

1.Did Jack ask, “What is the number of a good lawyer?” 

2.She kept asking, “Why me?” 

3.John asked, “Are we there yet?” 

4.Did you hear me say, “I’m hungry”? 

5.When did Oliver say, “You’re lucky”? 

6.The coach said, “Are there any volunteers?” 

7.“What time is it?” said Mike. 

8.Does Mrs. Smith often say, “There is no time like the present”? 

9.The boys were already full when their mother asked, “Anyone want 

seconds?” 

10. Why did George Washington say, “I cannot tell a lie”? 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Time 
Rule:  p.m. / a.m.  with . 
Example: Her flight leaves at 6:22 a.m. if all goes well.   

Example: Please arrive by 12:30 p.m. sharp. 

 

 

Professions 
Rule #1:  Titles of departments and names of classes are not 
capitalized unless they are also a language or nationality. 

Examples: math, science, English, Spanish 

Rule #2:  If you are ever unsure whether a title is formal or 
occupational, you can avoid the problem of capitalization by 
using a construction that sets it off by commas. 



 James Brown, our current high-school principal, does not plan to leave our school. 

Affect versus Effect 
 

Rule #1:   is usually a verb.  To  something is to 

change or influence it. 

 The rain affected Amy's hairdo. 

 She affected an air of superiority. 

 Roger’s grumpiness affected everyone else's mood last night. 
 

 

Rule #2:   is usually a noun. An  is something that 

happens due to a cause.  

 The effect was eye-popping. 

 Rick wondered whether the heat was having an effect on the fish. 

 Gauging the disaster’s effect requires assessing economic activity that 

might be lost. 
 

 
 

 

 



 

 

 

Choose the correct word. 

1.  Carbon dioxide emissions affect / effect the environment.  

2.  The eye-patch affect / effect my vision. 

3.  Acting like a pirate has had a negative affect / effect on my social 

life. 

4.  Reducing the marketing budget will affect / effect sales growth.  

5.  The affect / effect of global warming is that glaciers will melt and 

sea levels will rise.  

6.  An early frost in Florida can affect / effect the orange crop 

negatively. 

7.  The boss’s negativity affect / effect all the workers. 

8.  Transportation costs have a direct affect / effect on the cost of retail 

goods. 

9.  The affect / effect of the medicine on her illness was surprisingly 

fast. 

10. The boss’s negativity affect / effect all the workers. 



 

 

Answers 

1.  Carbon dioxide emissions affect the environment.  

2.  The eye-patch affected my vision. 

3.  Acting like a pirate has had a negative effect on my social life. 

4.  Reducing the marketing budget will affect sales growth.  

5.  The effect of global warming is that glaciers will melt and sea levels 

will rise.  

6.  An early frost in Florida can affect the orange crop negatively. 

7.  The boss’s negativity affected all the workers. 

8.  Transportation costs have a direct effect on the cost of retail goods. 

9.  The effect of the medicine on her illness was surprisingly fast. 

10. The boss’s negativity affected all the workers. 

 

 

 

 

 

 

 

 

 



 

 

Principal versus Principle 
Rule #1:  can be a noun or adjective. 

 As a noun it is someone or something of primary 
importance or a sum of money, either invested or lent. 

 As an adjective means the first or highest in importance. 

 My principal complaint is a persistent headache. 

 The principal aim of the project is to reduce youth crime. 

 As the principal of a small school I know what every child is up to in terms of their 

academic achievement and their behavior. 
 

 

Rule #2:  is always a noun and is a basic truth or a 

rule governing behavior. 

 It is a basic principle of criminal law that the accused is innocent until proven guilty. 

 They plan to argue that the 1995 statute violates the principles of the Constitution. 

 This idea has been the guiding principle behind Canadian and American farm policy at the 

international level. 



 

Choose the correct word. 

1.  He was a man of principal / principle and good to his word. 

2.  The principal / principle of the school is retiring this year. 

3.  All internal combustion engines work on the same principal / 

principle. 

4.  The ambassador refused on principal / principle to agree to the terms 

of the accord. 

5.  First chair of the violins is the principal / principle. 

6.  There exist certain fundamental principals / principles of human 

rights. 

7.  Every quarter we have to pay interest on the principal / principle. 

8.  Eggs are the principal / principle ingredient in quiche. 

9.  Two principals / principles of happiness are being kind and smiling a 

lot. 

10. Mary was the principal / principle in the television series for 10 

years. 

 

 



 

 

Answers 

1.  He was a man of principle and good to his word. 

2.  The principal of the school is retiring this year. 

3.  All internal combustion engines work on the same principles. 

4.  The ambassador refused on principle to agree to the terms of the 

accord. 

5.  First chair of the violins is the principal. 

6.  There exist certain fundamental principles of human rights. 

7.  Every quarter we have to pay interest on the principal. 

8.  Eggs are the principal ingredient in quiche. 

9.  Two principles of happiness are being kind and smiling a lot. 

10. Mary was the principal in the television series for 10 years. 

 

 

 
 

 

 

 

 



 

 

 

 

Names 
Rule #1:  Always use a person’s first and last name the first 
time they are mentioned in a story. Only use last names on 
second reference.  

First Reference:  John Smith 

Second (and all subsequent references):  Smith 

 

Rule #2:  Do not use courtesy titles such as Mr., Mrs., Miss or 
Ms. unless they are part of a direct quotation or are needed to 
differentiate between people who have the same last name. 

Right:  “I am dreading going to the festival,” Williams said. 

Wrong:  “I am dreading going to the festival,” Mr. Williams said. 
 

 

 

 



 

 

 

 

 

That versus Which 
 

Rule:  If the sentence doesn’t need the clause (nonrestrictive) that 
the word in question is connecting, use . If it does, use 

(restrictive clause).  

 

Nonrestrictive Clause—  

Think of a nonrestrictive clause as simply additional information.  
 

Diamonds, which are expensive, often elicit forgiveness. 
 

Leaving out the words which are expensive doesn't change the meaning of the sentence. Nonrestrictive clauses are usually 
surrounded by, or preceded by, commas.)  

 

Restrictive Clause—  

A restrictive clause is just part of a sentence that you can't get rid of 
because it specifically restricts some other part of the sentence.  
 

Gems that sparkle often elicit forgiveness. 

http://grammar.quickanddirtytips.com/dashes-parentheses-commas.aspx
http://grammar.quickanddirtytips.com/why-commas-matter.aspx


 

The words that sparkle restrict the kind of gems you're talking about. Without them, the meaning of the sentence would 
change. Without them, you'd be saying that all gems elicit forgiveness, not just the gems that sparkle. (And note that you 
don't need commas around the words that sparkle.) 

Choose the correct word. 

1. Carlos gave Maria a study guide for material that / which was going to 

be on the test.  

2.  Mark and Sarah took their children on every vacation that / which they 

took to the coast.  

3.  The product claiming "all natural ingredients," that / which appeared in 

the Sunday newspaper, is on sale. 

4.  The teachers gave awards to all paintings that / which showed 

originality.  

5.  Susan is going to going to Lewis University, that / which is close to 

home. 

 

 

 

 

 

 

http://grammar.quickanddirtytips.com/dashes-parentheses-commas.aspx


 

 

ANSWERS  

1. Carlos gave Maria a study guide for material that was going to be on the 

test.  

2.  Mark and Sarah took their children on every vacation that they took to 

the coast.  

3.  The product claiming "all natural ingredients," which appeared in the 

Sunday newspaper, is on sale. 

4.  The teachers gave awards to all paintings that showed originality.  

5.  Susan is going to going to Lewis University, which is close to home. 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

Plural Possessives 
 

Plural Common Nouns Ending in S :  Add an apostrophe. 

 the students' questions  

 the teachers' headaches  
 
Singular Common Nouns Ending in S : Add apostrophe-s 
unless the next word begins with s. 

 the duchess's hat  

 the duchess' style  

 Les's moor 

  
Plural forms spelled differently than the singular form: Add 
apostrophe-s  

 woman = women’s shoes 

 mouse = mice’s cheese 

 person = people’s opinions 



 
 
 
 
 
 
 

Choose the correct possessive form. 
 

1.  The geese's / geeses’ pond is over yonder. 

2.  The intention behind doing this is to keep the animals’s / animals’  

 behaviors the same. 

3.  Children's / Childrens’ rollerblades will make a fine gift for the twins 

4.  The nucleus’s / nuclei's forms are stable for now. 

5.  Allowing women to play on men’s / mens’ professional teams would 

be a great change. 
 
 
 
 
 

Answers 

1.The geese's pond is over yonder. 

2.The intention behind doing this is to keep the animals’ behaviors the 

same 

3.Children's rollerblades will make a fine gift for the twins 



4.The nuclei's form is stable for now. 

5.Allowing women to play on men’s professional teams would be a 

great change. 
 

Comma after Introductory Clauses 
Rule:  Introductory clauses are dependent clauses which are 
found at the beginning of the sentence.  After a dependent 
introductory clause, use a comma to separate the introductory 
clause from the independent clause.  
 

1.As the man was walking into the store he came face-to-face with his 

childhood sweetheart. 

2.Because the rain was torrential the day’s Little League games were 

postponed. 

3.Grabbing her umbrella Kate raced out of the house. 

4.If you remember please stop at the store and pick up some milk. 

 



Answers 

 As the man was walking into the store he came face-to-face with his childhood 

sweetheart. 

 Because the rain was torrential the day’s Little League games were postponed. 

 Grabbing her umbrella  Kate raced out of the house. 

 If you remember  please stop at the store and pick up some milk. 

 

 


