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| NTRCDUCT| ON

r edundancy.

In the preparation of this little work the witer has kept one end in
view, viz.: To nake it serviceable for those for whomit is intended,



that is, for those who have neither the tine nor the opportunity, the

| earning nor the inclination, to peruse el aborate and abstruse treatises
on Rhetoric, Gammar, and Conposition. To them such works are as gold
enclosed in chests of steel and | ocked beyond power of opening. This book
has no pretension about it whatever,--it is neither a Manual of Rhetoric,
expatiating on the dognas of style, nor a Gammar full of arbitrary rules
and exceptions. It is nmerely an effort to help ordinary, everyday people
to express thenselves in ordinary, everyday |anguage, in a proper nanner.
Sonme broad rules are |aid down, the observance of which will enable the
reader to keep within the pale of propriety in oral and witten | anguage.
Many idiomatic words and expressions, peculiar to the | anguage, have been
gi ven, besides which a nunber of the common m stakes and pitfalls have
been pl aced before the reader so that he may know and avoid them

The witer has to acknow edge his indebtedness to no one in _particular_,
but to all in _general_ who have ever witten on the subject.

The little book goes forth--a finger-post on the road of | anguage
pointing in the right direction. It is hoped that they who go according
toits index will arrive at the goal of correct speaking and witing.

CHAPTER |
REQUI REMENTS OF SPEECH

Vocabul ary--Parts of Speech--Requisites

It is very easy to |learn how to speak and wite correctly, as for all

pur poses of ordinary conversation and conmuni cati on, only about 2,000
different words are required. The mastery of just twenty hundred words,
the know ng where to place them wll nmake us not masters of the English
| anguage, but masters of correct speaking and witing. Small nunber, you
wi Il say, conpared with what is in the dictionary! But nobody ever uses
all the words in the dictionary or could use themdid he live to be the
age of Methusel ah, and there is no necessity for using them

There are upwards of 200,000 words in the recent editions of the |arge
di ctionaries, but the one-hundredth part of this nunber wll suffice for



all your wants. O course you nmay think not, and you may not be content
to call things by their commobn nanes; you may be anbitious to show
superiority over others and display your |learning or, rather, your
pedantry and | ack of |earning. For instance, you nay not want to call a
spade a spade. You may prefer to call it a spatul ous device for abrading
the surface of the soil. Better, however, to stick to the old famliar,
sinpl e nane that your grandfather called it. It has stood the test of
time, and old friends are always good friends.

To use a big word or a foreign word when a snmall one and a famliar one
w Il answer the sane purpose, is a sign of ignorance. Geat scholars and
witers and polite speakers use sinple words.

To go back to the nunber necessary for all purposes of conversation
correspondence and witing, 2,000, we find that a great nmany peopl e who
pass in society as being polished, refined and educated use |less, for

t hey know | ess. The greatest scholar alive hasn't nore than four thousand
different words at his command, and he never has occasion to use half the
nunber .

In the works of Shakespeare, the nost wonderful genius the world has ever
known, there is the enornous nunber of 15,000 different words, but al nost
10, 000 of them are obsol ete or neani ngl ess today.

Every person of intelligence should be able to use his nother tongue
correctly. It only requires a little pains, alittle care, a little study
to enable one to do so, and the reconpense is great.

Consi der the contrast between the well-bred, polite man who knows how to
choose and use his words correctly and the underbred, vul gar boor, whose
| anguage grates upon the ear and jars the sensitiveness of the finer
feelings. The blunders of the latter, his infringenent of all the canons
of grammar, his absurdities and nonstrosities of |anguage, nake his very
presence a pain, and one is glad to escape from his conpany.

The proper grammatical formation of the English | anguage, so that one may
acquit hinself as a correct conversationalist in the best society or be
able to wite and express his thoughts and i deas upon paper in the right
manner, nmay be acquired in a few | essons.

It is the purpose of this book, as briefly and concisely as possible, to
direct the reader along a straight course, pointing out the m stakes he



must avoid and giving himsuch assistance as will enable himto reach the
goal of a correct know edge of the English |anguage. It is not a G ammar

I n any sense, but a guide, a silent signal-post pointing the way in the
right direction.

THE ENGLI SH LANGUAGE | N A NUTSHELL

Al the words in the English | anguage are divided into nine great

cl asses. These classes are called the Parts of Speech. They are Article,
Noun, Adjective, Pronoun, Verb, Adverb, Preposition, Conjunction and
Interjection. O these, the Noun is the nost inportant, as all the others
are nore or |ess dependent upon it. A Noun signifies the nane of any
person, place or thing, in fact, anything of which we can have either

t hought or idea. There are two ki nds of Nouns, Proper and Common. Conmbn
Nouns are nanes which belong in common to a race or class, as _nman_,
_city_. Proper Nouns distinguish individual nenbers of a race or class as

~John_, Philadelphia . In the former case man_ is a nane whi ch bel ongs
in common to the whole race of mankind, and city is also a nanme which
Is common to all large centres of populatlon but John_signifies a

particul ar individual of the race, while _Philadel phia_ denotes a
particul ar one fromanong the cities of the world.

Nouns are varied by Person, Nunber, Gender, and Case. Person is that
relation existing between the speaker, those addressed and the subject
under consi deration, whether by discourse or correspondence. The Persons
are First_, Second and Third_and they represent respectively the
speaker, the person addressed and the person or thing nentioned or under
consi derat i on.

_Nunber _is the distinction of one fromnore than one. There are two
nunbers, singular and plural; the singular denotes one, the plural two or
nore. The plural is generally fornmed fromthe singular by the addition of
_S_or _es._.

Gender _ has the sane relation to nouns that sex has to individuals, but
while there are only two sexes, there are four genders, viz., masculine,
fem ni ne, neuter and conmon. The mascul i ne gender denotes all those of
the male kind, the fem nine gender all those of the female kind, the
neut er gender denotes inanimate things or whatever is without life, and
common gender is applied to ani mate bei ngs, the sex of which for the tine
being is indeterm nable, such as fish, nouse, bird, etc. Sonetines things



which are without [ife as we conceive it and which, properly speaking,
belong to the neuter gender, are, by a figure of speech called
Personification, changed into either the nmasculine or fem nine gender,
as, for instance, we say of the sun, He 1is rising; of the noon, _She
IS setting.

_Case_is the relation one noun bears to another or to a verb or to a
preposition. There are three cases, the Nominative , the Possessive
and the bjective . The nominative is the subj ect of which we are
speaking or the agent which directs the action of the verb; the
possessi ve case denotes possession, while the objective i ndi cates the
person or thing which is affected by the action of the verb.

An Article_is a word placed before a noun to show whether the latter is
used in a particular or general sense. There are but two articles, _a_ or
~an_ and _the_.

An Adjective_is a word which qualifies a noun, that is, which shows
sone di stinguishing mark or characteristic belonging to the noun.

DEFI NI TI ONS

A Pronoun_is a word used for or instead of a noun to keep us from
repeating the sane noun too often. Pronouns, |ike nouns, have case,
nunber, gender and person. There are three kinds of pronouns, _personal
_relative_ and _adjective_.

A verb_ is a word which signifies action or the doing of sonething. A
verb is inflected by tense and nood and by nunber and person, though the
| atter two belong strictly to the subject of the verb.

An _adverb_is a word which nodifies a verb, an adjective and soneti nes
anot her adver b.

A preposition_ serves to connect words and to show the rel ati on between
t he objects which the words express.

A conjunction_is a word which joins words, phrases, clauses and
sent ences toget her.

An interjection_is a word which expresses surprise or sone sudden



enotion of the m nd.

THREE ESSENTI ALS

The three essentials of the English | anguage are: Purity , Perspicuity_
and _Precision_.

By Purity is signified the use of good English. It precludes the use of
all slang words, vul gar phrases, obsolete terns, foreign idions, anbi guous
expressions or any ungranmatical | anguage what soever. Neither does it
sanction the use of any newly coined word until such word is adopted by
the best witers and speakers.

_Perspicuity demands the cl earest expression of thought conveyed in
unequi vocal | anguage, so that there nmay be no m sunderstandi ng what ever
of the thought or idea the speaker or witer w shes to convey. All

anbi guous words, words of double neaning and words that m ght possibly be
construed in a sense different fromthat intended, are strictly

forbi dden. Perspicuity requires a style at once clear and conprehensive
and entirely free from ponp and pedantry and affectation or any straining
after effect.

_Precision_ requires concise and exact expression, free fromredundancy
and tautol ogy, a style terse and clear and sinple enough to enable the
hearer or reader to conprehend i medi ately the neaning of the speaker or
witer. It forbids, on the one hand, all |long and invol ved sentences,
and, on the other, those that are too short and abrupt. Its object is to
strike the golden nean in such a way as to rivet the attention of the
hearer or reader on the words uttered or witten.

CHAPTER 1 |
ESSENTI ALS OF ENGL.lI SH GRAMVAR

Di vi sions of Granmar--Definitions--Etynol ogy.

In order to speak and wite the English | anguage correctly, it is



| nperative that the fundanmental principles of the G ammar be nastered,
for no matter how much we nmay read of the best authors, no matter how
much we nay associate with and imtate the best speakers, if we do not
know t he underlying principles of the correct formati on of sentences and
the relation of words to one another, we will be to a great extent I|ike
the parrot, that nerely repeats what it hears w thout understanding the
i nport of what is said. O course the parrot, being a creature w thout
reason, cannot conprehend; it can sinply repeat what is said to it, and
as it utters phrases and sentences of profanity with as nuch facility as
t hose of virtue, so by |like anal ogy, when we do not understand the
granmar of the | anguage, we may be maki ng egregi ous bl unders while

t hi nking we are speaking with the utnost accuracy.

DI VI SI ONS OF GRAMVAR
There are four great divisions of Gammr, viz.:
_Orthography_, _Etynology_, _Syntax_, and _Prosody_.

_Othography treats of letters and the node of conbining theminto words.

_Etynol ogy treats of the various classes of words and the changes they
under go.

_Syntax_ treats of the connection and arrangenent of words in sentences.

_Prosody  treats of the manner of speaking and reading and the different
ki nds of verse.

The three first nentioned concern us nost.

LETTERS

A letter is a mark or character used to represent an articul ate sound.
Letters are divided into vowels_ and consonants . A vowel is a letter
whi ch nmakes a distinct sound by itself. Consonants cannot be sounded

w thout the aid of vowels. The vowels are a , e, i 0 u_, and
sonetimes w_ and _y when they do not begin a word or



SYLLABLES AND WORDS

A syllable is a distinct sound produced by a single effort of

[ Transcriber's note: 1-2 words illegible] shall, pig, dog. In every
syl |l able there nust be at |east one vowel.

A word consists of one syllable or a conbination of syllables.

Many rules are given for the dividing of words into syllables, but the
best is to follow as closely as possible the divisions nade by the organs
of speech in properly pronouncing them

THE PARTS OF SPEECH

ARTI CLE

An Article_is a word placed before a noun to show whether the noun is
used in a particular or general sense.

There are two articles, _a or _an_and the . A or _an_is called the

i ndefinite article because it does not point put any particul ar person or
thing but indicates the noun in its w dest sense; thus, _a nman neans any
man what soever of the species or race.

~The_ _is called the definite article because it points out sone particular
person or thing; thus, _the_nman neans sone particul ar individual.

NOUN

A noun_ is the nane of any person, place or thing as John_, London_,
_book . Nouns are proper and common.

_Proper_ nouns are nanes applied to _particular_ persons or places.
_Common_ nouns are nanes applied to a whol e kind or species.
Nouns are inflected by nunber , gender_and _case_ .

_Nunber _is that inflection of the noun by which we indicate whether it
represents one or nore than one.



_CGender _is that inflection by which we signify whether the noun is the
nane of a male, a fenmale, of an inaninate object or sonething which has
no di stinction of sex.

_Case_is that inflection of the noun which denotes the state of the
person, place or thing represented, as the subject of an affirmation or
question, the owner or possessor of sonething nentioned, or the object of
an action or of a relation.

Thus in the exanple, "John tore the | eaves of Sarah's book," the

di stinction between book which represents only one object and | eaves

whi ch represent two or nore objects of the same kind is called Nunber ;

the distinction of sex between John_ , a nmale, and _Sarah_, a fenmale, and
book  and _|eaves , things which are inanimate and neither male nor

female, is called Gender ; and the distinction of state between _John_,

t he person who tore the book, and the subject of the affirmation, _Mary ,

t he owner of the book, _|eaves the objects torn, and _book the object
related to | eaves, as the whole of which they were a part, is called
Case_.

ADJECTI VE
An adjective_is a word which qualifies a noun, that is, shows or
poi nts out sone distinguishing mark or feature of the noun; as, A

_black_ dog.

Adj ectives have three forns call ed degrees of conparison, the positive_,
the conparative_ and the _superlative_ .

The positive 1is the sinple formof the adjective wthout expressing
i ncrease or dimnution of the original quality: _nice_.

The conparative_ is that formof the adjective which expresses increase
or dimnution of the quality: _nicer_

The superlative_ is that formwhich expresses the greatest increase or
di m nution of the quality: _nicest_

or



An adjective is in the positive formwhen it does not express conparison;
as, "A rich_ mn."

An adjective is in the conparative formwhen it expresses conparison
bet ween two or between one and a nunber taken collectively, as, "John is
_richer_ than Janes"; "he is _richer_than all the nmen in Boston."

An adjective is in the superlative formwhen it expresses a conparison
bet ween one and a nunber of individuals taken separately; as, "John is
the richest  man in Boston."

Adj ectives expressive of properties or circunstances which cannot be
i ncreased have only the positive form as, A circular_road; the _chief_
end; an _extrene_ neasure.

Adj ectives are conpared in two ways, either by adding er_ to the positive
to formthe conparative and est to the positive to formthe superlative,
or by prefixing _nore_ to the positive for the conparative and nost_ to
the positive for the superlative; as, _handsone , _handsoner , _handsonest _
or _handsone , nore handsone , nobst handsone_.

Adj ectives of two or nore syllables are generally conpared by prefixing
nore and nost.

Many adj ectives are irregular in conparison; as, Bad, worse, worst; Good,
better, best.

PRONCUN

A pronoun_is a word used in place of a noun; as, "John gave his pen to
Janes and he lent it to Jane to wite _her_ copy mnth it _." Wthout

t he pronouns we would have to wite this sentence,--"John gave John's pen

to Janes and Janes |lent the pen to Jane to wite Jane's copy with the
pen. "

There are three kinds of pronouns--Personal, Relative and Adjective
Pr onouns.

_Personal _ Pronouns are so called because they are used instead of the
nanes of persons, places and things. The Personal Pronouns are |
_Thou , He , She , and It , wth their plurals, W , Ye or _You_



and _They .

I _is the pronoun of the first person because it represents the person
speaki ng.

_Thou_ is the pronoun of the second person because it represents the
person spoken to.

He , She , It _ are the pronouns of the third person because they
represent the persons or things of whom we are speaki ng.

Li ke nouns, the Personal Pronouns have nunber, gender and case. The
gender of the first and second person is obvious, as they represent the
person or persons speaking and those who are addressed. The personal
pronouns are thus declined:

Fi rst Person.

M or F.
Si ng. Pl ural .
N. I W
P. M ne Qur s
@] Me Us
Second Per son.
M or F.
Si ng. Pl ural .
N. Thou You
P. Thi ne Your s
@] Thee You
Thi rd Per son.
M
Si ng. Pl ural .
N. He They
P. H s Theirs
@] H m Them



Thi rd Per son.

F.

Si ng. Pl ural .
N. She They
P. Her s Theirs
O Her Them

Third Person.
Neut er .

Si ng. Pl ural .
N. | t They
P. Its Theirs
O | t Them

N. B.--1n colloquial |anguage and ordinary witing Thou, Thine and Thee

are sel dom used, except by the Society of Friends. The Plural form You is
used for both the nom native and objective singular in the second person
and Yours is generally used in the possessive in place of Thine.

The Relative_Pronouns are so called because they relate to sone word or
phrase going before; as, "The boy who told the truth;" "He has done
well, _which_gives ne great pleasure."

Here who and which_are not only used in place of other words, but
~who_refers imediately to boy, and which_to the circunstance of his
havi ng done wel | .

The word or clause to which a relative pronoun refers is called the
_Ant ecedent _.

The Rel ative Pronouns are who , which_ , that and _what .
~Who_is applied to persons only; as, "The man _who_ was here."

~Wiich is applied to the ower animals and things without life; as, "The
horse which_ | sold." "The hat _which_ | bought."



That _is applied to both persons and things; as, "The friend _that
hel ps." "The bird _that_ sings." "The knife _that_ cuts."

What _ is a conpound relative, including both the antecedent and the
relative and is equivalent to _that mhlch _; as, "I did what he desired,"
i. e. "l did _that which_ he desired.

Rel ati ve pronouns have the singular and plural alike.

_Who_ is either masculine or femnine, _which_ and _that_ are masculi ne,
femnine or neuter; what_ as a relative pronoun is always neuter.

_That _ and _what_ are not inflected.

_Who_ and which_ are thus declined:

Si ng. and Pl ural Si ng. and Pl ural

N. Who N. Wi ch
P. Whose P. Whose
Q. Whom Q. Wi ch
Wio , which_ and what_ when used to ask questions are call ed

“Interrogative Pronouns_.

_Adj ective_ Pronouns partake of the nature of adjectives and pronouns and
are subdi vi ded as foll ows:

Denonstrative Adjective Pronouns_ which directly point out the person or
object. They are this , that wth their plurals these , those , and
~yon_, _sanme_ and _sel fsane_.

_Distributive Adjective Pronouns_ used distributively. They are _each_,
_every , _either_ , _neither_

_Indefinite Adjective Pronouns_used nore or less indefinitely. They are
“any , _all _, few, _sonme , several , one_, _other , _another , none._.

_Possessi ve Adjective Pronouns_ denoting possession. They are ny , _thy ,



his |, her |, its , _our_, _your , _their_

N. B.--(The possessive adjective pronouns differ fromthe possessive case
of the personal pronouns in that the latter can stand _alone_while the

f or mer cannot . "Who owns that book?" "It is mne_." You cannot say "it
is m ,"--the word book nust be repeated.)
THE VERB

A _verb_ is a word which inplies action or the doing of sonething, or it
may be defined as a word which affirms, commands or asks a questi on.

Thus, the words John the table , contain no assertion, but when the word
_strikes_is introduced, sonething is affirnmed, hence the word _strikes
Is a verb and gi ves conpl eteness and neaning to the group.

The sinple formof the verb without inflection is called the root_ of
the verb; _e. g. love 1is the root of the verb,--"To Love."

Verbs are _reqgqular_or _irregular_, _transitive_ or _intransitive_.

A verb is said to be egu
ed to the present or _d
|

_ f the verb ends in _e . Wen its past tense
does not end in _ed it

ular _ when it fornms the past tense by addi ng
|
said to be _irregular_

s
A transitive_verb is one the action of which passes over to or affects
sone object; as "I struck the table." Here the action of striking
affected the object table, hence struck is a transitive verhb.

An |ntran5|t|ve verb is one in which the action renmains with the subject;
as "l walk," "I sit," "I run."

Many intransitive verbs, however, can be used transitively; thus, "I _walk_
the horse;" walk 1is here transitive.
Verbs are inflected by nunber , person_, tense_ and _nood .

_Nunber and person_ as applied to the verb really belong to the
subject; they are used with the verb to denote whether the assertion is
made regardi ng one or nore than one and whether it is made in reference
to the person speaking, the person spoken to or the person or thing



spoken about.

TENSE

In their tenses verbs follow the divisions of tinme. They have _present
tense , past tense_ and future tense_wth their variations to express
the exact tinme of action as to an event happeni ng, havi ng happened or yet
t o happen.

MOCD

There are four sinple noods,--the Infinitive , the _Indicative , the
_lInperative_and the _Subjunctive .

The Mbod of a verb denotes the node or manner in which it is used. Thus
if It is used inits wdest sense without reference to person or nunber,
time or place, it is in the _Infinitive_ WMwod; as "To run." Here we are
not told who does the running, when it is done, where it is done or
anyt hi ng about it.

When a verb is used to indicate or declare or ask a sinple question or
make any direct statenent, it is in the _Indicative_ Mod. "The boy |oves
his book." Here a direct statenment is made concerning the boy. "Have you
a pin?" Here a sinple question is asked which calls for an answer.

When the verb is used to express a command or entreaty it is in the
_|Inperative_Mod as, "Go away." "G ve ne a penny."

When the verb is used to express doubt, supposition or uncertainty or
when sone future action depends upon a contlngency, it is in the

subj unctive nood; as, "If | cone, he shall remain.

Many granmarians include a fifth nood called the potential to express
_power , _possibility , _liberty , necessity , wll_ or duty . It is
formed by neans of the auxiliaries may , _can_, _ought_ and _nust , but

in all cases it can be resolved into the indicative or subjunctive. Thus,

in "l may wite if | choose,” "my wite" is by sone classified as in the
potential nood, but in reality the phrase | may wite is an indicative
one while the second clause, _if | choose , is the expression of a

condi tion upon which, not ny liberty to wite, depends, but ny actual



writing.

Ver bs have two participles, the present or inperfect, sonetines called
the active ending in _ing_ and the past or perfect, often called the
_passive , ending in _ed or _d_.

The _infinitive_ expresses the sense of the verb in a substantive forn1
the part|C|pIes I n an adjectlve form as To rise early is healthful.
"An early rising man." "The newly risen sun.

The participle in _ing_is frequently used as a substantive and
consequently is equivalent to an infinitive; thus, "To rise early is
healthful" and "Rising early is healthful" are the sane.

The principal parts of a verb are the Present I|ndicative, Past I|Indicative
and Past Participle; as:

Love Loved Loved

Sonetines one or nore of these parts are wanting, and then the verb is
said to be defective.

Pr esent Past Passive Participle
Can Coul d (Want i nQ)
May M ght "

Shal | Shoul d "

Wl | Wul d "

Qught Qught "

Verbs may also be divided into _principal_ and _auxiliary_. A _principal _
verb is that without which a sentence or clause can contain no assertion
or affirmation. An _auxiliary_is a verb joined to the root or participles
of a principal verb to express tine and manner with greater precision

t han can be done by the tenses and noods in their sinple form Thus, the

sentence, "I amwiting an exercise; when | shall have finished it |
shall read it to the class.” has no neaning w thout the principal verbs
~witing , _finished read ; but the neaning is rendered nore definite,
especially with regard to tinme, by the auxiliary verbs _am, _have_,

_shall _



There are nine auxiliary or helping verbs, viz., Be , _have , _do_,
_shall , wll_, my , _can_, _ought and _nust _. They are called
hel pi ng verbs, because it is by their aid the conpound tenses are forned.

TO BE

The verb To Be_ is the nost inportant of the auxiliary verbs. It has

el even parts, viz., _am art, is, are, was, wast, were, wert; be, being_
and _been_.

VA CE

The _active voice_ is that formof the verb which shows the Subject not
bei ng acted upon but acting; as, "The cat _catches mce." "Charity
_covers_ a nultitude of sins.

The passive voice : Wen the action signified by a transitive verb is

t hrown back upon the agent, that is to say, when the subject of the verb
denotes the recipient of the action, the verb is said to be in the
passi ve voice. "John was | oved by his neighbors."” Here John the subject
is al so the object affected by the loving, the action of the verb is

t hrown back on him hence the conpound verb _was loved_is said to be in
the _passive voice_. The passive voice Is formed by putting the perfect
participle of any transitive_ verb with any of the eleven parts of the
verb To Be_.

CONJUGATI ON

The conjugation_ of a verb is its orderly arrangenent in voices, noods,
t enses, persons and nunbers.

Here is the conplete conjugation of the verb "Love"--_ Active Voice .

PRI NCl PAL PARTS

Pr esent Past Past Participle
Love Loved Loved



Infinitive Myod

To Love

| ndi cati ve Mbod
PRESENT TENSE

Si ng. Pl ur al
1st person | | ove W | ove
2nd person You | ove You | ove
3rd person He | oves They | ove

PAST TENSE
Si ng. Pl ur al
1st person | | oved W | oved

2nd person You | oved You | oved
3rd person He | oved They | oved

FUTURE TENSE

Si ng. Pl ur al
1st person | shall |ove They will | ove
2nd person You wll |ove You wll |ove
3rd person He will | ove We shall |ove

PRESENT PERFECT TENSE

Si ng. Pl ur al
1st person | have | oved We have | oved
2nd person You have | oved You have | oved
3rd person He has | oved They have | oved

PAST PERFECT TENSE



Si ng. Pl ur al
1st person | had | oved We had | oved
2nd person You had | oved You had | oved
3rd person He had | oved They had | oved

FUTURE PERFECT TENSE

Si ng. Pl ur al
1st person | shall have | oved We shall have | oved
2nd person You w || have | oved You w || have | oved
3rd person He will have | oved They w |l have | oved

| nperative Mod
( PRESENT TENSE ONLY)

Si ng. Pl ur al
2nd person Love (you) Love (you)

Subj uncti ve Mod
PRESENT TENSE

Si ng. Pl ur al
1st person If 1 |ove |f we | ove
2nd person | f you | ove | f you | ove
3rd person | f he | ove | f they |ove
PAST TENSE
Si ng. Pl ur al
1st person f I loved f we | oved

I I
2nd person | f you | oved | f you | oved
3rd person | f he | oved | f they | oved
PRESENT PERFECT TENSE

Si ng. Pl ur al
1st person |f | have | oved | f we have | oved



2nd person | f you have | oved | f you have | oved
3rd person | f he has | oved | f they have | oved

PAST PERFECT TENSE
Si ng. Pl ur al
1st person |f | had | oved | f we had | oved
2nd person | f you had | oved | f you had | oved
3rd person | f he had | oved | f they had | oved

| NFI NI TI VES

Pr esent Per f ect
To | ove To have | oved

PARTI Cl PLES
Pr esent Past Per f ect
Lovi ng Loved Havi ng | oved

CONJUGATI ON OF "To Love"
Passi ve Voi ce
| ndi cati ve Mbod

PRESENT TENSE

Si ng. Pl ur al
1st person | am | oved We are | oved
2nd person You are | oved You are | oved
3rd person He is | oved They are | oved
PAST TENSE
Si ng. Pl ur al
1st person | was | oved W were | oved

2nd person You were | oved You were | oved
3rd person He was | oved They were | oved



FUTURE TENSE

Si ng. Pl ur al
1st person | shall be | oved We shall be | oved
2nd person You will be Ioved You will be |oved
3rd person He will be | oved They wll be |oved

PRESENT PERFECT TENSE

Si ng. Pl ur al
1st person | have been | oved We have been | oved
2nd person You have been | oved You have been | oved
3rd person He has been | oved They have been | oved

PAST PERFECT TENSE

Si ng. Pl ur al
1st person | had been | oved We had been | oved
2nd person You had been | oved You had been | oved
3rd person He had been | oved They had been | oved

FUTURE PERFECT TENSE

Si ng. Pl ur al
1st person | shall have been | oved We shall have been | oved
2nd person You w || have been | oved You w || have been | oved
3rd person He will have been | oved They w |l have been | oved

| nperati ve Mod
( PRESENT TENSE ONLY)

Si ng. Pl ur al
2nd person Be (you) |oved Be (you) |oved

Subj unctive Mood



1st person
2nd person
3rd person

1st person
2nd person

I
| f
3rd person | f

1st person If | h

2nd person | f you
3rd person | f he
1st person | f |

2nd person | f you

3rd person | f he
Pr esent

To be | oved

Pr esent
Bei ng | oved

PRESENT TENSE

Pl ur al
|f we be | oved

Si ng.
f | be | oved

I
| f
| f

you be | oved | f you be | oved
he be | oved | f they be | oved
PAST TENSE
Si ng. Pl ur al

f I were | oved
you were | oved
he were | oved

| f they were | oved
| f you were | oved
| f we were | oved

PRESENT PERFECT TENSE

Si ng.
ave been | oved
have been | oved
has been | oved

Pl ur al
we have been | oved
ou have been | oved
hey have been | oved

f

I
| f y
| f t

PAST PERFECT TENSE

Si ng.
had been | oved
had been | oved
had been | oved

Pl ur al
| f we had been | oved
| f you had been | oved
| f they had been | oved

| NFI NI TI VES

Per f ect
To have been | oved

PARTI Cl PLES

Per f ect
Havi ng been | oved

Past
Been | oved



(N. B.--Note that the plural form of the personal pronoun, _you , is used
i n the second person singular throughout. The old form thou , except in
the conjugation of the verb "To Be," may be said to be obsolete. In the
third person singular he is representative of the three personal pronouns
of the third person, He , She and It _.)

ADVERB

An _adverb_is a word which nodifies a verb, an adjective or another
adverb. Thus, in the exanple--"He wites well ," the adverb shows the
manner in which the witing is perforned; in the exanples--"He is
remarkably diligent” and "He works very faithfully," the adverbs nodify
the adjective _diligent_ and the other adverb faithfully by expressing
t he degree of diligence and faithful ness.

Adverbs are chiefly used to express in one word what woul d ot herw se
require two or nore words; thus, There_ signifies in that place;
_whence_ , fromwhat place; _usefully , in a useful manner.

Adverbs, like adjectives, are sonetines varied in their termnations to
express conpari son and different degrees of quality.

Sone adverbs formthe conparative and superl ative by adding _er_and
_est _; as, _soon_, _sooner_, _soonest .

Adverbs which end in |y are conpared by prefixing nore_and _nost _;

as, _nobly , nore nobly , nost nobly .

A few adverbs are irregular in the formati on of the conparative and
superlative; as, well , better , _best .

PREPCSI TI ON

A preposition_ connects words, clauses, and sentences together and shows
the relation between them "M hand is on the table" shows relation
bet ween hand and t abl e.

Prepositions are so called because they are generally placed before_ the



wor ds whose connection or relation wth other words they point out.

CONJUNCTI ON

A _conjunction_ joins words, clauses and sentences; as "John _and
Janes." "My father and mot her have cone, _but | have not seen them "

The conjunctions in nost general use are _and, also; either, or; neither,
nor; though, yet; but, however; for, that; because, since; therefore,
wherefore, then; if, unless, lest_

| NTERJECTI ON

An _interjection_is a word used to express sone sudden enotion of the
m nd. Thus in the exanpl es, --"Ah! there he cones; alas! what shall | do?”
_ah_, expresses surprise, and _alas , distress.

Nouns, adjectives, verbs and adverbs becone interjections when they are
uttered as exclamations, as, _nonsense! strange! hail! away! etc.

We have now enunerated the parts of speech and as briefly as possible
stated the functions of each. As they all belong to the sane famly they
are related to one another but sone are in closer affinity than others.
To point out the exact relationship and the dependency of one word on
another is called parsing_ and in order that every etynol ogi cal
connection may be distinctly understood a brief resune of the foregoing
essentials is here given:

The signification of the nounis |limted to one , but to any _one_ of
the kind, by the _indefinite_ article, and to sone _particular_ one, or
some particular _nunber , by the definite_ article.

~Nouns_, in one form represent one_ of a kind, and in another, _any
nunmber _ nore than one; they are the nanmes of males , or fenales _, or of
obj ects which are nei t her mal e nor femal e; and they represent the
_Subject  of an affirmation, a command or a question,--the _owner_ or
_possessor _ of a thing,--or the _object_ of an action, or of a relation
expressed by a preposition.

_Adj ectives_  express the qualities_ which distinguish one person or



thing fromanother; in one formthey express quality _w thout
conparison_; in another, they express conparison _between two , or
bet ween _one_ and a nunber t aken col lectively,--and in a third they
express conpari son between _one_ and a _nunber of others taken
separately.

_Pronouns_ are used in place of nouns; one class of themis used nerely
as the substitutes_ of _nanmes ; the pronouns of another class have a
peculiar _reference_ to some preceding words_in the _sentence_, of

whi ch they are the substitutes,--and those of a third class refer

adj ectively to the persons or thlngs t hey represent. Sone pronouns are
used for both the nane_ and the _substitute ; and several are frequently
enpl oyed in _asking questions_.

Affirmations_ and _commands_are expressed by the verb; and different
inflections of the verb express nunber , person_, _tinme_ and _manner _
Wth regard to tine , an affirmation may be present or _past_ or
_future_; with regard to nmanner, an affirmati on may be positive_  or
~conditional , it being doubt ful whether the condition is fulfilled or
not, or it being |an|ed that it is not fulfilled;--the verb nmay express
conmand_ or entreaty or the sense of the verb may be expressed
_ Wit hout afflrnlng _connanding_. The verb al so expresses that an
action or state |s_ or was_ going on, by a formwhich is al so used
sonetines as a noun, and sonetines to qualify nouns.

_Affirmations_ are nodified_ by _adverbs , sone of which can be
inflected to express different degrees of nodification.

Wrds are joined together by conjunctions ; and the various _relations_
whi ch one thing bears to another are expressed by 'prepositions. Sudden
enotions_ of the mnd, and _exclamations_ are expressed by _interjections .

Some words according to neani ng bel ong sonetines to one part of speech,

sonetinmes to another. Thus, in "After a stormcones a _calm," _calm is
a noun; in "It is a _calm evening,” _calm is an adjective; and in
" Calm your fears," _calm is a verbh.

The follow ng sentence containing all the parts of speech is parsed
et ynol ogi cal | y:

"l now see the old man com ng, but, alas, he has wal ked with nuch
difficulty.”



| _, a personal pronoun, first person singular, masculine or femnine
gender, nominative case, subject of the verb see .

_now_, an adverb of tine nodifying the verb see .

see , an irregular, transitive verb, indicative nood, present tense,
first person S|ngular to agree wiwth its nomnative or subject I.

_the , the definite article particularizing the noun nan.
~old_, an adjective, positive degree, qualifying the noun nman.

_man_, a common noun, 3rd person singular, masculine gender, objective
case governed by the transitive verb _see .

~comng , the present or inperfect participle of the verb "to cone"
referring to the noun man.

_but _, a conjunction.
_alas_, an interjection, expressing pity or sorrow.

he , a personal pronoun, 3rd person singular, nmasculine gender,
nom native case, subject of verb has wal ked.

has wal ked , a regular, intransitive verb, indicative nood, perfect tense,
3rd person singular to agree with its nomnative or subject _he .

~With_, a preposition, governing the noun difficulty.
_much_, an adjective, positive degree, qualifying the noun difficulty.

_difficulty , a common noun, 3rd person singular, neuter gender,
obj ecti ve case governed by t he preposition mnth_.

N.B.-- _Mich_is generally an adverb. As an adjective it is thus conpared:

Positive Conpar ati ve Superl ative
much nor e nost



CHAPTER | I'|
THE SENTENCE

Di fferent Kinds--Arrangenent of Wbrds--Paragraph

A sentence is an assenbl age of words so arranged as to convey a determ nate
sense or neaning, in other words, to express a conplete thought or idea.

No matter how short, it nust contain one finite verb and a subject or agent
to direct the action of the verb.

"Birds fly;" "Fish swm" "Men wal k;"--are sentences.

A sentence always contains two parts, sonething spoken about and sonething
said about it. The word or words indicating what is spoken about form what
is called the subject and the word or words indicating what is said about
it formwhat is called the predicate .

In the sentences given, birds , fish_ and nen_are the subjects, while
fly , swim and walk_ are the predicates.
There are three kinds of sentences, _sinple , _conpound_ and _conplex .

The _sinple sentence_ expresses a single thought and consi sts of one
subj ect and one predicate, as, "Man is nortal .

A _conpound sentence_ consists of two or nore sinple sentences of equal

i mportance the parts of which are either expressed or understood, as,

"The men work in the fields and the wonen work in the household," or "The
men work in the fields and the wonen in the household® or "The nen and
wonmen work in the fields and in the househol d."

A _conpl ex sentence_ consists of two or nore sinple sentences so conbi ned
t hat one depends on the other to conplete its neanlng as; "Wen he
returns, | shall go on ny vacation." Here the words, “when he returns"
are dependent on the rest of the sentence for their neaning.

A clause is a separate part of a conplex sentence, as "when he returns”
in the |ast exanpl e.



A phrase_ consists of two or nore words without a finite verb.

Wthout a finite verb we cannot affirm anything or convey an idea,
t herefore we can have no sentence.

Infinitives and participles which are the infinite parts of the verb
cannot be predicates. "I looking up the street" is not a sentence, for it
IS not a conplete action expressed. Wien we hear such an expression as "A
dog running along the street,"” we wait for sonething nore to be added,
sonet hing nore affirnmed about the dog, whether he bit or barked or fell
dead or was run over.

Thus in every sentence there nust be a finite verb to limt the subject.

When the verb is transitive, that is, when the action cannot happen
wi t hout affecting sonething, the thing affected is called the _object .

Thus in "Cain killed Abel"” the action of the killing affected Abel. In
"The cat has caught a nouse," nouse is the object of the catching.

ARRANGEMENT OF WORDS | N A SENTENCE

O course in sinple sentences the natural order of arrangenent is

subj ect--verb--object. In many cases no other formis possible. Thus in
t he sentence "The cat has caught a nouse," we cannot reverse it and say
"The nmouse has caught a cat" w thout destroying the neaning, and in any
ot her form of arrangenent, such as "A nouse, the cat has caught," we feel
that while it is intelligible, it is a poor way of expressing the fact
and one which jars upon us nore or |ess.

I n | onger sentences, however, when there are nore words than what are
barely necessary for subject, verb and object, we have greater freedom of
arrangenent and can so place the words as to give the best effect. The
proper placing of words depends upon perspicuity and precision. These two
conbi ned give style to the structure.

Most people are famliar with Gay's line in the immortal Elegy --"The
pl oughman honeward pl ods his weary way." This line can be paraphrased to
read 18 different ways. Here are a few vari ati ons:



Homeward t he pl oughman plods his weary way.
The pl oughman pl ods his weary way honmeward.
Pl ods honeward t he pl oughman his weary way.
H s weary way the ploughman honmeward pl ods.
Homeward his weary way plods the pl oughman.
Pl ods the pl oughman his weary way honewar d.
H s weary way the ploughman pl ods honewar d.
H s weary way honmeward the pl oughman pl ods.
The pl oughnman pl ods honeward his weary way.
The pl oughman his weary way pl ods homewar d.

and so on. It is doubtful if any of the other forns are superior to the
one used by the poet. O course his arrangenent was nade to conply with
the rhythm and rhyne of the verse. Most of the variations depend upon the
enphasis we wish to place upon the different words.

In arranging the words in an ordi nary sentence we should not | ose sight
of the fact that the beginning and end are the inportant places for
catching the attention of the reader. Words in these places have greater
enphasi s than el sewhere.

In Gay's line the general neaning conveyed is that a weary ploughman is

pl oddi ng his way honeward, but according to the arrangenent a very slight
difference is effected in the idea. Sone of the variations nake us think

nore of the ploughman, others nore of the plodding, and still others nore
of the weari ness.

As the beginning and end of a sentence are the nost inportant places, it
naturally follows that small or insignificant words should be kept from
t hese positions. O the two places the end one is the nore inportant,
therefore, it really calls for the nost inportant word in the sentence.
Never comrence a sentence with And , But , Since , Because , and
other simlar weak words and never end it wth prepositions, small, weak
adver bs or pronouns.

The parts of a sentence which are nost closely connected with one anot her
i n meani ng should be closely connected in order also. By ignoring this
princi ple many sentences are nmade, if not nonsensical, really ridicul ous
and |l udi crous. For instance: "Ten dollars reward is offered for

i nformation of any person injuring this property by order of the owner."
"Thi s nonunent was erected to the nenory of John Jones, who was shot by
his affectionate brother."



In the construction of all sentences the grammatical rules nust be
i nvi ol ably observed. The | aws of concord, that is, the agreenent of
certain words, nust be obeyed.

(1) The verb agrees with its subject in person and nunber. "I have,"
"Thou hast," (the pronoun thou 1is here used to illustrate the verb
form though it is alnost obsolete), "He has," show the variation of the
verb to agree wwth the subject. A singular subject calls for a singular
verb, a plural subject demands a verb in the plural; as," The boy
wites," "The boys wite."

The agreenent of a verb and its subject is often destroyed by confusing
(1) collective and common nouns; (2) foreign and English nouns; (3)
conpound and sinple subjects; (4) real and apparent subjects.

(1) A collective noun is a nunber of individuals or things
regarded as a whole; as, _class reginent_. Wen the individuals
or things are prom nently brought forward, use a plural verb;
as The class were_ distinguished for ability. Wen the idea of
the whole as a unit is under consideration enploy a singular
verb; as The reginent was_in canp. (2) It is sonetines hard
for the ordinary individual to distinguish the plural fromthe
singular in foreign nouns, therefore, he should be careful in
the selection of the verb. He should | ook up the word and be
gui ded accordingly. "He was an _alummus_ of Harvard." "They
were _alumi __ of Harvard." (3) Wen a sentence with one verb
has two or nore subjects denoting different things, connected
by and , the verb should be plural; as, "Snow and rain _are_
di sagreeabl e." Wen the subjects denote the sane thing and are
connected by or_the verb should be singular; as, "The man or
the woman is to blane.” (4) Wen the sane verb has nore than
one subject of different persons or nunbers, it agrees with the
nost prom nent in thought; as, "He, and not you, _is_wong."
"Whet her he or | _am to be blaned.”

(2) Never use the past participle for the past tense nor _vice versa_.
This mstake is a very common one. At every turn we hear "He done it" for
"He did it." "The jar was broke" instead of broken. "He would have went"
for "He would have gone," etc.

(3) The use of the verbs shall_ and wll_is a rock upon which even



t he best speakers cone to weck. They are interchanged reckl essly.
Their significance changes according as they are used wwth the first,

second or third person. Wth the first person _shall_ is used in direct
statenent to express a sinple future action; as, "I shall go to the
city to-norrow." Wth the second and third persons shall_ is used to
express a determnation; as, "You _shall_ go to the city to-norrow, "
"He shall go to the city to-norrow. "
Wth the first person wll_ is used in direct statenent to express
determ nation, as, "I wll go to the city to-norrow." Wth the second and
third persons wWll _ is used to express sinple future action; as, "You
Wil _ gotothe city to-norrow," "He will_ go to the city to-norrow. "
A very old rule regarding the uses of _shall and wll_is thus
expressed in rhyne:

In the first person sinply shall_ foretells,

In _will_a threat or else a prom se dwel | s.

~Shall _in the second and third does threat,

_WIIl_sinply then foretells the future feat .

(4) Take special care to distinguish between the nom native and objective
case. The pronouns are the only words which retain the ancient distinctive
case ending for the objective. Renenber that the objective case foll ows
transitive verbs and prepositions. Don't say "The boy who | sent to see
you," but "The boy whom | sent to see you. Whom is here the obj ect of
the transitive verb sent. Don't say "She bowed to himand I" but "She
bowed to himand ne" since ne is the objective case follow ng the
preposition _to_understood. "Between you and |" Is a very common
expression. It should be "Between you and nme" since _between_is a
preposition calling for the objective case.

(5 Be careful in the use of the relative pronouns who , which_and

that . Who refers only to persons; which only to things; as, "The boy
who was drowned," "The unbrella which | lost."” The relative _that_ may
refer to both persons and things; as, "The man _that | saw. " "The hat
_that _ | bought."

(6) Don't use the superlative degree of the adjective for the conparative;
as "He is the richest of the two" for "He is the richer of the two."

QG her m stakes often made in this connection are (1) Using the double
conparative and superlative; as, "These apples are nuch nore_preferable.”



"The nost universal notive to business is gain." (2) Conparing objects
whi ch belong to dissimlar classes; as "There is no nicer |life_ than a
_teacher ." (3) Including objects in class to which they do not bel ong;
as, "The fairest of her daughters, Eve." (4) Excluding an object froma
class to which it does belong; as, "Caesar was braver than any anci ent
warrior."

(7) Don't use an adjective for an adverb or an adverb for an adjective.
Don't say, "He acted nice towards ne" but "He acted nicely toward ne,"
and i nstead of saying "She | ooked beautifully " say "She | ooked
_beautiful ."

(8) Place the adverb as near as possible to the word it nodifies. |nstead
of saying, "He wal ked to the door quickly," say "He wal ked quickly to the
door . "

(9) Not alone be careful to distinguish between the nom native and
obj ective cases of the pronouns, but try to avoid anbiguity in their use.

The anusing effect of disregarding the reference of pronouns is well
illustrated by Burton in the following story of Billy WIllianms, a comc

actor who thus narrates his experience in riding a horse owned by
Hanbl i n, the manager:

"So down | goes to the stable with Tom Flynn, and told the man to put
the saddle on him"
"On Tom Fl ynn?"

"No, on the horse. So after talking wwth Tom Flynn awhile | nount ed
hi m"

"What! nmounted Tom Fl ynn?"

"No, the horse; and then | shook hands with himand rode off."

"Shook hands with the horse, Billy?"

"No, with Tom Flynn; and then | rode off up the Bowery, and who should

| nmeet but Tom Hanblin; so | got off and told the boy to hold him by
t he head."



"What! hold Hanblin by the head?"
"No, the horse; and then we went and had a drink together."
"What! you and the horse?"

"No, nme_ and Hanblin; and after that | nounted hi magain and went out
of town."

"What ! nmounted Hanblin agai n?"

"No, the horse; and when | got to Burnham who should be there but Tom
Fl ynn, --he'd taken another horse and rode out ahead of ne; so | told
the hostler to tie himup."

"Tie Tom Fl ynn up?"

"No, the horse; and we had a drink there."

"What! you and the horse?"

"No, me and Tom Fl ynn."

Finding his auditors by this tine in a horse_laugh, Billy wound up
with: "Now, |ook here,--every tine | say horse, you say Hanblin, and

every tine | say Hanblin you say horse: |I'Il be hanged if | tell you
any nore about it."

SENTENCE CLASSI FI CATI ON

There are two great classes of sentences according to the general
princi pl es upon which they are founded. These are terned the | oose_ and
the periodic .

In the |oose_ sentence the main idea is put first, and then foll ow
several facts in connection with it. Defoe is an author particularly
noted for this kind of sentence. He starts out with a | eadi ng decl arati on
to which he adds several attendant connections. For instance in the



openi ng of the story of Robinson Crusoe_ we read: "I was born in the
year 1632 in the city of York, of a good family, though not of that
country, nmy father being a foreigner of Brenen, who settled first at

Hul | ; he got a good estate by nerchandi se, and | eaving off his trade
lived afterward at York, from whence he had married ny nother, whose

rel ati ons were naned Robinson, a very good famly in the country and from
| was call ed Robi nson Kreutznaer; but by the usual corruption of words in
Engl and, we are now called, nay, we call ourselves, and wite our nane
Crusoe, and so ny conpani ons al ways called ne,"

In the periodic sentence the main idea cones |ast and is preceded by a
series of relative introductions. This kind of sentence is often

I ntroduced by such words as that , if_ , _since_, _because . The
follow ng is an exanpl e:

"That through his own folly and | ack of circunspection he should have
been reduced to such circunstances as to be forced to becone a beggar on
the streets, soliciting alns fromthose who had fornerly been the

reci pients of his bounty, was a sore humliation."”

On account of its nane many are liable to think the |oose_sentence an
undesirable formin good conposition, but this should not be taken for
granted. In many cases it is preferable to the periodic form

As a general rule in speaking, as opposed to witing, the _|oose_formis
to be preferred, inasnuch as when the periodic is enployed in discourse
the listeners are apt to forget the introductory clauses before the final
| ssue i s reached.

Both kinds are freely used in conposition, but in speaking, the _|oose_,
whi ch makes the direct statenment at the begi nning, shoul d predon nate.

As to the Iength of sentences nmuch depends on the nature of the
conposi tion.

However the general rule nmay be |aid down that short sentences are
preferable to | ong ones. The tendency of the best witers of the present
day is towards short, snappy, pithy sentences which rivet the attention of
t he reader. They adopt as their nmotto multumin parvo_ (much in little)
and endeavor to pack a great deal in small space. O course the extrenme of
brevity is to be avoi ded. Sentences can be too short, too jerky, too
brittle to wthstand the test of criticism The |Iong sentence has its pl ace



and a very inportant one. It is indispensable in argunent and often is very
necessary to description and also in introducing general principles which
require el aboration. In enploying the |ong sentence the inexperienced
writer should not strain after the heavy, ponderous type. Johnson and
Carlyl e used such a type, but renenber, an ordinary nortal cannot wield the
sl edge hammer of a giant. Johnson and Carlyle were intellectual giants and
few can hope to stand on the sane literary pedestal. The tyro in
conposition should never seek after the heavy style. The best of all
authors in the English | anguage for style is Addi son. Macaul ay says: "If
you W sh a style | earned, but not pedantic, elegant but not ostentatious,
sinple yet refined, you nust give your days and nights to the vol unes of
Joseph Addison." The sinplicity, apart fromthe beauty of Addison's
Writings causes us to reiterate the literary command--"Never use a big word
when a little one wll convey the sanme or a simlar neaning."

Macaul ay hinself is an elegant stylist to imtate. He is like a clear

br ook ki ssed by the noon-day sun in the shining bed of which you can see
and count the beautiful white pebbles. Goldsmth is another witer whose
sinplicity of style charns.

The begi nner should study these witers, make their works his _vade necum,
t hey have stood the test of tinme and there has been no inprovenent upon
themyet, nor is there likely to be, for their witing is as perfect as

it Is possible to be in the English | anguage.

Apart fromtheir granmatical construction there can be no fixed rules for
the formati on of sentences. The best plan is to follow the best authors
and these nmasters of |anguage will guide you safely along the way.

THE PARAGRAPH

The paragraph nmay be defined as a group of sentences that are closely
related in thought and which serve one common purpose. Not only do they
preserve the sequence of the different parts into which a conposition is
di vided, but they give a certain spice to the matter like raisins in a
plun1pudd|ng A solid page of printed matter is distasteful to the reader;
it taxes the eye and tends towards the weariness of nonotony, but when it
IS broken up into sections it |loses nuch of its heaviness and the
consequent |ightness gives it charm as it were, to capture the reader.

Par agraphs are |i ke stepping-stones on the bed of a shallow river, which



enabl e the foot passenger to skip with ease fromone to the other until
he gets across; but if the stones are placed too far apart in attenpting
to span the distance one is liable to mss the mark and fall in the water
and flounder about until he is again able to get a foothold. 'Tis the
sane with witten | anguage, the reader by neans of paragraphs can easily
pass fromone portion of connected thought to another and keep up his
interest in the subject until he gets to the end.

Thr oughout the paragraph there nust be sone connection in regard to the
matt er under consideration,--a sentence dependency. For instance, in the
sane paragraph we nust not speak of a house on fire and a runaway horse
unl ess there is sone connection between the two. W nust not wite
consecuti vel y:

"The fire raged with fierce intensity, consumng the greater part of the

| arge building in a short tine." "The horse took fright and wildly dashed
down the street scattering pedestrians in all directions."” These two
sentences have no connection and therefore should occupy separate and

di stinct places. But when we say--"The fire raged wwth fierce intensity
consum ng the greater part of the large building in a short tinme and the
horse taking fright at the flanes dashed wildly down the street scattering
pedestrians in all directions,"--there is a natural sequence, viz., the
horse taking fright as a consequence of the flanmes and hence the two
expressions are conbined in one paragraph.

As in the case of words in sentences, the nost inportant places in a
paragraph are the beginning and the end. Accordingly the first sentence
and the last should by virtue of their structure and nervous force,
conpel the reader's attention. It is usually advisable to nake the first
sentence short; the |last sentence may be long or short, but in either
case should be forcible. The object of the first sentence is to state a
point clearly ; the |ast sentence should enforce_ it.

It is a customof good witers to make the concl usion of the paragraph a
restatenent or counterpart or application of the opening.

| n nost cases a paragraph nay be regarded as the el aboration of the
princi pal sentence. The | eading thought or idea can be taken as a nucl eus
and around it constructed the different parts of the paragraph. Anyone
can nake a context for every sinple sentence by asking hinself questions
in reference to the sentence. Thus--"The foreman gave the order"--
suggests at once several questions; "What was the order?" "to whomdid he



give it?" "why did he give it?" "what was the result?" etc. These
gquestions when answered w ||l depend upon the | eading one and be an
el aboration of it into a conpl ete paragraph.

| f we exam ne any good paragraph we shall find it made up of a nunber of
i tens, each of which helps to illustrate, confirmor enforce the general
t hought or purpose of the paragraph. Also the transition fromeach item
to the next is easy, natural and obvious; the itens seemto cone of

t hensel ves. |If, on the other hand, we detect in a paragraph one or nore
i tems which have no direct bearing, or if we are unable to proceed
readily fromitemto item especially if we are obliged to rearrange the
itens before we can perceive their full significance, then we are
justified in pronouncing the paragraph construction faulty.

No specific rules can be given as to the construction of paragraphs. The
best advice is,--Study closely the paragraph structure of the best
witers, for it is only through imtation, conscious or unconscious of

t he best nodels, that one can nmaster the art.

The best paragraphist in the English | anguage for the essay is Mcaul ay,
the best nodel to follow for the oratorical style is Ednmund Burke and for
description and narration probably the greatest master of paragraph is
the Anmerican Gol dsm th, Washington Irving.

A paragraph is indicated in print by what is known as the indentation of
the line, that is, by commencing it a space fromthe |left margin.

CHAPTER IV
FI GURATI VE LANGUAGE

Fi gures of Speech--Definitions and Exanpl es--Use of Figures

In Figurative Language_ we enploy words in such a way that they differ
somewhat fromtheir ordinary signification in commonpl ace speech and
convey our neaning in a nore vivid and inpressive nmanner than when we use
themin their every-day sense. Figures nake speech nore effective, they
beautify and enphasize it and give to it a relish and piquancy as salt



does to food; besides they add energy and force to expression so that it
irresistibly conpels attention and interest. There are four kinds of
figures, viz.: (1) Figures of Othography which change the spelling of a
word; (2) Figures of Etynol ogy which change the formof words; (3) Figures
of Syntax which change the construction of sentences; (4) Figures of
Rhetoric or the art of speaking and witing effectively which change the
node of thought.

We shall only consider the | ast nentioned here as they are the nost
i nportant, really giving to | anguage the construction and style which
make it a fitting nmediumfor the intercommunication of ideas.

Fi gures of Rhetoric have been variously classified, sone authorities
extending the list to a useless length. The fact is that any form of
expressi on whi ch conveys thought may be classified as a Figure.

The principal figures as well as the nost inportant and those oftenest
used are, _Simle, Metaphor, Personification, A legory, Synechdoche,

Met onyny, Excl amation, Hyperbole, Apostrophe, Vision, Antithesis, dinax,
Epigram Interrogation_ and _lrony_.

The first four are founded on _resenblance , the second six on _contiguity
and the third five, on _contrast __

A Simle_ (fromthe Latin simlis_, like), is the |Iikening of one thing
to another a statenment of the resenbl ance of obj ects, acts, or relations;
as "In his awful anger he was |ike_ the stormdriven waves dashi ng

against the rock." A simle makes the principal object plainer and

i npresses it nore forcibly on the mnd. "Hs nenory is |ike wax to
recei ve i npressions and Iike marble to retain them" This brings out the
| eading idea as to the man's nmenory in a very forceful manner. Contr ast
it with the sinple statenent--"Hi s nenory |s good." Sonetinmes Simle_ is
prostituted to a | ow and degrading use; as "Hi s face was |like a danger
signal in a fog storm" "Her hair was like a furze-bush in bloom" "He
was to his lady love as a poodle to its mstress." Such burlesque is
never perm ssible. Mere |ikeness , it should be renenbered, does not
constitute a simle. For instance there is no sinmle when one city is
conpared to another. In order that there may be a rhetorical simle, the
obj ects conpared nust be of different classes. Avoid the old trite_
simles such as conparing a hero to a lion. Such were played out |ong
ago. And don't hunt for farfetched simles. Don't say--"Her head was
glowing as the glorious god of day when he sets in a flanbeau of spl endor



behind the purple-tinted hills of the West." It is nmuch better to do
W t hout such a simle and sinply say--"She had fiery red hair."

A Metaphor _ (fromthe Geek netapherein_, to carry over or transfer),
is a word used to _inply_ a resenblance but instead of |ikening one
object to another as in the simle_ we directly substitute the action or
operation of one for another. If, of a religious nan we say,--"He is as a
gr eat plllar uphol di ng t he church " the expressionis a simle , but if
we say--"He is a great pillar upholdlng the church" it is a netaphor. The
nmet aphor is a bolder and nore lively figure than the simle. It is nore

| i ke a picture and hence, the graphic use of netaphor is called
"word-painting." It enables us to give to the nost abstract ideas form
color and life. Qur language is full of nmetaphors, and we very often use
t hem qui te unconsci ously. For instance, when we speak of the bed of a
river, the _shoulder_of a hill, the _foot_ of a mountain, the _hands_ of
a clock, the key of a situation, we are using nEtaphors.

Don't use m xed netaphors, that is, different netaphors in relation to the
sane subject: "Since it was |l aunched our project has net with nuch
opposition, but while its flight has not reached the heights anbitioned, we
are yet sanguine we shall drive it to success." Here our project begins as
a ship_, then becones a bird and finally winds up as a _horse_.

_Personification_ (fromthe Latin _persona , person, and facere , to nake)
is the treating of an inanimate object as if it were aninmate and i s
probably the nost beautiful and effective of all the figures.

"The nmountains _sing_ together, the hills rejoice_and _clap_their
hands. "

"Earth felt the wound; and Nature from her seat,
_Sighing_, through all her works, gave signs of woe."

Personi fication depends nuch on a vivid inagination and i s adapted
especially to poetical conposition. It has two distinguishable forns:

(1) when personality is ascribed to the inanimate as in the foregoing
exanpl es, and (2) when sone quality of life is attributed to the

I nanimate; as, a _raging_ storm an _angry_ sea; a whistling_ wnd, etc.

An Allegory (fromthe Geek _allos , other, and _agoreuein_, to speak),
is a formof expression in which the words are synbolical of sonething.
It is very closely allied to the netaphor, in fact is a continued netaphor.



_Allegory , _netaphor_ and S|n1le have three points in comon, --they

are all founded on resenblance. "lreland is like a thorn in the side of
Engl and;" this is simle. "lreland _is_a thorn in the side of England;"
this is netaphor. "Once a great giant sprang up out of the sea and |ived
on an island all by hinself. On | ooking around he di scovered a little

girl on another snmall island near by. He thought the little girl could be
useful to himin many ways so he determ ned to nake her subservient to

his will. He commanded her, but she refused to obey, then he resorted to
very harsh neasures with the little girl, but she still renmained obstinate
and obdurate. He continued to oppress her until finally she rebelled and
becane as a thorn in his side to prick himfor his evil attitude towards
her;" this is an allegory in which the giant plainly represents Engl and
and the little girl, Ireland; the inplication is manifest though no
mention i s made of either country. Strange to say the nost perfect allegory
in the English | anguage was witten by an alnost illiterate and i gnorant
man, and witten too, in a dungeon cell. In the "Pilgrims Progress,"
Bunyan, the itinerant tinker, has given us by far the best allegory ever
penned. Anot her good one is "The Faerie Queen" by Ednmund Spenser.

_Synecdoche_ (fromthe G eek, sun_wth, and _ekdexesthai , to receive),

is a figure of speech which expresses either nore or |less than it Ilterally
denotes. By it we give to an object a nanme which literally expresses
sonet hi ng nore or sonething less than we intend. Thus: we speak of the
worl d when we nean only a very limted nunber of the people who conpose
the world: as, "The world treated himbadly." Here we use the whole for a
part. But the nost common formof this figure is that in which a part is
used for the whole; as, "I have twenty head of cattle,” "One of his _hands_
was assassi nated," neaning one of his nen. "Twenty sail_cane into the

har bor," neaning twenty ships. "This is a fine marble," neaning a narble
st at ue.

_Metonyny_  (fromthe Geek neta , change, and onyma , a nane) is the

desi gnati on of an object by one of its acconpani nents, in other words, it
is a figure by which the nane of one object is put for another when the
two are so related that the nention of one readily suggests the other.

Thus when we say of a drunkard--"He |loves the bottle" we do not nean that
he | oves the glass receptacle, but the liquor that it is supposed to
contain. Metonyny, generally speaking, has, three subdivisions: (1) when
an effect is put for cause or _vice versa . as " _Gay hairs_ should be
respected,"” neaning old age. "He wites a fine hand," that is, handwiting.
(2) when the sign_is put for the thing signified ; as, "The pen is



m ghtier than the sword,” neaning literary power is superior to mlitary
force. (3) Wien the _container_ iIs put for the thing contained; as "The
_House_ was called to order," neaning the nmenbers in the House.

Exclamation_ (fromthe Latin ex , out, and clamare , to cry), is a
figure by whi ch the speaker instead of statlng a fact, sinply utters an
expressi on of surprise or enotion. For instance when he hears sone
harrow ng tale of woe or msfortune instead of saying,--"It is a sad
story" he exclains "Wat a sad story!"

Excl amati on may be defined as the vocal expression of feeling, though it
is also applied to witten forns which are intended to express enotion.
Thus in describing a towering nountain we can wite "Heavens, what a

pi ece of Nature's handi work! how maj estic! how sublinme! how awe-inspiring
in its colossal inpressiveness!" This figure rather belongs to poetry and
animated oratory than to the cold prose of every-day conversation and
writing.

_Hyperbole_  (fromthe Geek _hyper , beyond, and ballein_, to throw, is
an exaggerated formof statenent and sinply consists in representing
things to be either greater or |ess, better or worse than they really
are. Its object is to nake the thought nore effective by overstating it.
Here are sone exanples:--"He was so tall his head touched the clouds."
"He was as thin as a poker." "He was so light that a breath m ght have
bl own hi m away." Most people are |iable to overwork this figure. W are
all nore or less given to exaggeration and sone of us do not stop there,
but proceed onward to fal sehood and downright |ying. There should be a
limt to hyperbole, and in ordinary speech and witing it should be well
qualified and kept w thin reasonabl e bounds.

An _Apostrophe_  (fromthe Geek _apo , from and strephein_, to turn),
Is a direct address to the absent as present, to the inanimate as |iving,
or to the abstract as personal. Thus: "O illustrious Washi ngton! Father
of our Country! Could you visit us now"

"My Country tis of thee--
Sweet land of I|iberty,
O thee I sing.”

"O Gave, where is thy Victory, O Death where is thy sting!" This
figure is very closely allied to Personification.



Vision_ (fromthe Latin _videre , to see) consists in treating the past,
the future, or the renote as if present in tinme or place. It is appropriate
to ani mat ed description, as it produces the effect of an ideal presence.
"The ol d warrior |ooks down fromthe canvas and tells us to be nen worthy
of our sires.™

This figure is nmuch exenplified in the Bible. The book of Revelation is a
vision of the future. The author who uses the figure nost is Carlyle.

An _Antithesis_ (fromthe Geek _anti_, against, and _tithenai , to set)
is founded on contrast; it consists in putting two unlike things in such
a position that each wi l | appear nore striking by the contrast.

"Ring out the old, ring in the new,
Ring out the false, ring in the true."

"Let us be friends_in peace, but _enemes_in war."

Here is a fine antithesis in the description of a steamengine--"It can
engrave a seal and crush nasses of obdurate netal before it; draw out,
wi t hout breaking, a thread as fine as a gossaner; and |lift up a ship of
war |ike a bauble in the air; it can enbroider nmuslin and forge anchors;
cut steel into ribands, and inpel |oaded vessels against the fury of

wi nds and waves."

Cimx_ (fromthe Geek, klimax , a ladder), is an arrangenent of
thoughts and ideas in a series, each part of whi ch gets stronger and nore
i npressive until the |ast one, which enphasizes the force of all the
precedi ng ones. "He risked truth, he risked honor, he risked fane, he
risked all that nen hold dear,--yea, he risked life itself, and for
what ?--for a creature who was not worthy to tie his shoe-latchets when he
was his better self."

_Epigram (fromthe Geek _epi , upon, and graphein_, to wite),
originally meant an inscription on a nonunent, hence it cane to S|gn|fy
any pointed expression. It now neans a st at ement or any brief saying in
prose or poetry in which there is an apparent contradiction; as,

"Conspi cuous for his absence." "Beauty when unadorned i s nost ador ned. "
"He was too foolish to commt folly." "He was so wealthy that he could
not spare the noney."

_Interrogation_ (fromthe Latin _interrogatio , a question), is a figure



of speech in which an assertion is nmade by asking a question; as, "Does
God not show justice to all?" "Is he not doing right in his course?"
"What can a man do under the circunstances?"

_lrony_ (fromthe Geek _eironcia_, dissimulation) is a formof expression
in which the opposite is substituted for what is intended, with the end in
view, that the falsity or absurdity may be apparent; as, "Benedict Arnold
was an _honorable_ man." "A Judas |scari ot never betrays a friend." "You
can al ways _depend_ upon the word of a liar."

lrony is cousin germain to _ridicule_, _derision_, _nockery , satire_

and sarcasm. _Ridicule_ inplies |laughter mingled with contenpt;
derision_is ridicule froma personal feeling of hostility; _nDckery_ I S
|nsult|ng “derision; _satire is witty nockery; sarcasm isS bitter satire
and _irony_is dlsguised satire.

There are many other figures of speech which give piquancy to | anguage
and play upon words in such a way as to convey a neaning different from
their ordinary signification in common every-day speech and witing. The
golden rule for all is to _keep themin harnony with the character and
pur pose of speech and conposition_.

CHAPTER V
PUNCTUATI ON

Principal Points--lllustrations--Capital Letters.

Li ndl ey Murray and Goold Brown | aid down cast-iron rules for punctuation,
but nost of them have been broken | ong since and thrown into the junk-heap
of disuse. They were too rigid, too strict, went so nuch into mnutiae_,
that they were nore or |less inpractical to apply to ordinary conposition.
The manner of |anguage, of style and of expression has consi derably
changed since then, the old abstruse conplex sentence with its hidden
meani ngs has been relegated to the shade, there is little of prolixity or

| ong- dr awn- out phrases, anbiguity of expression is avoided and the aimis
toward terseness, brevity and cl earness. Therefore, punctuation has been
greatly sinplified, to such an extent indeed, that it is now as nuch a



matter of good taste and judgnent as adherence to any fixed set of rules.
Nevert hel ess there are | aws governing it which cannot be abrogated, their
principles nust be rigidly and inviolably observed.

The chief end of punctuation is to mark the grammatical connection and

t he dependence of the parts of a conposition, but not the actual pauses
made i n speaking. Very often the points used to denote the delivery of a
passage differ fromthose used when the passage is witten. Neverthel ess,
several of the punctuation marks serve to bring out the rhetorical force
of expression.

The principal marks of punctuation are:

The Comma [, ]

The Sem col on [;]

The Colon [:]

The Period [.]

The Interrogation [7?]

The Exclamation [!]

The Dash [--]
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The Parenthesis [()]
9. The Quotation [" "]

There are several other points or marks to indicate various relations,
but properly speaking such cone under the heading of Printer's Marks,
sone of which are treated el sewhere.

O the above, the first four may be styled the grammatical points, and
the remaining five, the rhetorical points.

The Comma_: The office of the Comma is to show the slightest separation
which calls for punctuation at all. It should be omtted whenever
possible. It is used to mark the | east divisions of a sentence.



(1) A series of words or phrases has its parts separated by commas: - -
"Lying, trickery, chicanery, perjury, were natural to him" "The brave,
daring, faithful soldier died facing the foe." If the series is in pairs,
commas separate the pairs: "R ch and poor, |earned and unl earned, bl ack
and white, Christian and Jew, Mohammedan and Buddhi st nust pass through

t he sane gate."

(2) A commua is used before a short quotation: "It was Patrick Henry who
said, "Gve ne liberty or give ne death."'"

(3) Wien the subject of the sentence is a clause or a |long phrase, a comua
I s used after such subject: "That he has no reverence for the God |

| ove, proves his insincerity." "Sinulated piety, wwth a black coat and a
sanct i noni ous | ook, does not proclaima Christian."

(4) An expression used parenthetically should be inclosed by commas: "The
old man, as a general rule, takes a norning wal k."

(5) Words in apposition are set off by commas: "MKinley, the President,
was assassi nated. "

(6) Relative clauses, if not restrictive, require comms: "The book,
which is the sinplest, is often the nost profound.”

(7) I'n continued sentences each should be followed by a commma:
"Electricity lights our dwellings and streets, pulls cars, trains, drives
the engines of our mlls and factories."

(8 Wien a verb is omtted a comma takes its place: "Lincoln was a great
statesman; Grant, a great soldier.”

(9) The subject of address is followed by a conma: "John, you are a good
man. "

(10) In nuneration, comms are used to express periods of three figures:
"Mount ai ns 25,000 feet high; 1,000,000 dollars.™

The Sem colon_ marks a slighter connection than the comma. It is
generally confined to separating the parts of conmpound sentences. It is
much used in contrasts:



(1) "d adstone was great as a statesnan; he was subline as a nman."

(2) The Sem colon is used between the parts of all conpound sentences in
whi ch the granmmatical subject of the second part is different fromthat
of the first: "The power of England relies upon the wi sdom of her
statesnen; the power of Anerica upon the strength of her arny and navy."

(4) The Sem colon is used before words and abbreviati ons which introduce
particulars or specifications follow ng after, such as, _nanely, as,

e.g., vid., i.e., etc. : "He had three defects; nanely, carel essness,
| ack of concentration and obstinacy in his ideas." "An island is a
portion of land entirely surrounded by water; as Cuba." "The nanes of
cities should al ways commence with a capital letter; _e.g._, New York,
Paris." "The boy was proficient in one branch; viz., Mathematics."
"No man is perfect; i.e., free fromall blemsh."

The _Colon_ except in conventional uses is practically obsol ete.

(1) It is generally put at the end of a sentence introducing a |ong
gquotation: "The cheers having subsided, M. Bryan spoke as follows:"

(2) It is placed before an explanation or illustration of the subject
under consideration: "This is the neaning of the term"

(3) Adirect quotation formally introduced is generally preceded by a
colon: "The great orator nmade this funny remark:"

(4) The colon is often used in the title of books when the secondary or
subtitle is in apposition to the | eading one and when the conjunction
_or_is omtted: "Acoustics: the Science of Sound."

(5 It is used after the salutation in the beginning of letters: "Sir:
dear Sir: Gentlenen: Dear M. Jones:" etc. In this connection a dash very
often follows the colon.

(6) It is sonetines used to introduce details of a group of things
already referred to in the nmass: "The boy's excuses for being |ate were:
firstly, he did not know the tine, secondly, he was sent on an errand,
thirdly, he tripped on a rock and fell by the wayside."



The _Period_ is the sinplest punctuation mark. It is sinply used to mark
the end of a conplete sentence that is neither interrogative nor
excl amat ory.

(1) After every sentence conveying a conplete neaning: "Birds fly."
"Plants grow." "Man is nortal."

(2) In abbreviations: after every abbreviated word: Rt. Rev. T. C
Al exander, D.D., L.L.D.

(3) Aperiodis used on the title pages of books after the nanme of the
book, after the author's nanme, after the publisher's inprint: _Anmerican
Trails . By Theodore Roosevelt. New York. Scribner Conpany.

The Mark of Interrogation_is used to ask or suggest a question.

(1) Every question admtting of an answer, even when it is not expected,
shoul d be followed by the mark of interrogation: "Who has not heard of
Napol eon?"

(2) Wien several questions have a common dependence they shoul d be

foll owed by one mark of interrogation at the end of the series: "Were
now are the playthings and friends of ny boyhood; the |aughing boys; the
wi nsone girls; the fond nei ghbors whom |1 | oved?"

(3) The mark is often used parenthetically to suggest doubt: "In 1893 (?)
d adstone becane converted to Hone Rule for Ireland.”
The Exclamation_ point should be sparingly used, particularly in prose.

lts chief use is to denote enotion of sonme kind.

(1) It is generally enpl oyed with |nter1ect|ons or clauses used as
interjections: "Alas! | amforsaken."” "Wat a | ovely | andscape!"”

(2) Expressions of strong enotion call for the exclamation: "Charge,
Chester, charge! On, Stanley, on!"

(3) When the enption is very strong doubl e exclamation points may be
used: "Assist him! | would rather assist Satan!!"



The Dash_is generally confined to cases where there is a sudden break
fromthe general run of the passage. O all the punctuation marks it is
t he nost m sused.

(1) It is enployed to denote sudden change in the construction or
sentinment: "The Heroes of the Gvil War,--how we cherish them" "He was a
fine fellow-in his own opinion."

(2) Wien a word or expression is repeated for oratorical effect, a dash
IS used to introduce the repetition: "Shakespeare was the greatest of all
poet s- - Shakespeare, the intell ectual ocean whose waves washed t he
continents of all thought."

(3) The Dash is used to indicate a conclusion without expressing it: "He
Is an excellent man but--"

(4) It is used to indicate what is not expected or what is not the
natural outcone of what has gone before: "He delved deep into the bowels
of the earth and found instead of the hidden treasure--a button."”

(5 It is used to denote the om ssion of letters or figures: "J--n J--s"
for John Jones; 1908-9 for 1908 and 1909; Matthew VII:5-8 for WMatthew
ViIl:5, 6, 7, and 8.

(6) Wien an ellipsis of the words, _nanely, that is,
pl ace, the dash is used to supply them "He excelled
arithnmetic, algebra, and geonetry."

to wt_, etc., takes
in three branches--

(7) A dash is used to denote the om ssion of part of a word when it is
undesirable to wite the full word: He is sonewhat of a r----1 (rascal).
This is especially the case in profane words.

(8) Between a citation and the authority for it there is generally a dash:
"All the world's a stage."--_Shakespeare_.

(9) When questions and answers are put in the sane paragraph they shoul d
be separated by dashes: "Are you a good boy? Yes, Sir.--Do you | ove study?
| do."



_Marks of Parenthesis_ are used to separate expressions inserted in the
body of a sentence, which are illustrative of the neaning, but have no
essential connection wth the sentence, and could be done w thout. They
shoul d be used as little as possible for they show that sonething is
bei ng brought into a sentence that does not belong to it.

(1) Wien the unity of a sentence is broken the words causing the break
shoul d be enclosed in parenthesis: "W cannot believe a liar (and Jones
Is one), even when he speaks the truth.”

(2) Inreports of speeches marks of parenthesis are used to denot e

I nterpol ati ons of approval or disapproval by the audi ence: "The masses
must not submt to the tyranny of the classes (hear, hear), we nust show
the trust magnates (groans), that they cannot ride rough-shod over our
dearest rights (cheers);" "If the gentleman fromGChio (M. Brown), wll
not be our spokesman, we nust sel ect another. (A voice,--Gt Robinson)."

When a parenthesis is inserted in the sentence where no conma is
requi red, no point should be used before either parenthesis. Wen
inserted at a place requiring a comma, if the parenthetical matter
relates to the whole sentence, a comma shoul d be used before each
parenthesis; if it relates to a single word, or short clause, no stop
shoul d cone before it, but a comma should be put after the closing
par ent hesi s.

The Quotation marks_ are used to show that the words encl osed by them
are borrowed.

(1) A direct quotation should be enclosed within the quotation marks:
Abraham Li ncoln said,--"I shall nmake this land too hot for the feet of
sl aves. "

(2) Wien a quotation is enbraced within another, the contai ned quotation
has only single marks: Franklin said, "Mst nmen cone to believe 'honesty
Is the best policy.""

(3) When a quotation consists of several paragraphs the quotation marks
shoul d precede each paragraph.

(4) Titles of books, pictures and newspapers when formally given are
guot ed.



(5) Oten the nanes of ships are quoted though there is no occasion for it.

The _Apostrophe_ should cone under the comma rather than under the
guotati on marks or double comma. The word is G eek and signifies a turning

away from The letter elided or turned away is generally an e . In poetry
and fam i ar dralogue t he apostrophe narks the eIrsron of a syllable, as
"I"ve for | have"; "Thou'rt for thou art"; "you'll for you wll," etc.

Sonetines it is necessary to abbreviate a word by | eavi ng out several
| etters. In such case the apostrophe takes the place of the omtted letters
as "cont'd for continued." The apostrophe is used to denote the elision of
the century in dates, where the century is understood or to save the
repetition of a series of figures, as "The Spirit of '76"; "I served in the
arny during the years 1895, '96, '97, '98 and '99." The principal use of
t he apostrophe is to denote the possessive case. Al nouns in the singular
nunber whet her proper nanmes or not, and all nouns in the plural ending wth
any other letter than _s , formthe possessive by the addition of the
apostrophe and the letter _s . The only exceptions to this rule are, that,
by poetical license the additional _s may be elided in poetry for sake of
the netre, and in the scriptural phrases 'For goodness' sake." "For
consci ence' sake," "For Jesus' sake," etc. Custom has done away with the
_S_and these phrases are now i di onms of the | anguage. Al plural nouns
ending in _s_ formthe possessive by the addition of the apostrophe only as
boys', horses'. The possessive case of the personal pronouns never take the
apostrophe, as ours, yours, hers, theirs.

CAPI TAL LETTERS

_Capital letters_ are used to give enphasis to or call attention to
certain words to distinguish themfromthe context. |In manuscripts they
may be witten snmall or large and are indicated by |lines drawn
underneath, two lines for SMALL CAPI TALS and three |ines for CAPI TALS.

Sonme aut hors, notably Carlyle, make such use of Capitals that it
degenerates into an abuse. They should only be used in their proper
pl aces as given in the table bel ow

(1) The first word of every sentence, in fact the first word in witing
of any kind should begin with a capital; as, "Tine flies." "M/ dear
friend."



(2) Every direct quotation should begin with a capital; "Dewey said,--
‘Fire, when you're ready, Gidley!""

(3) Every direct question commences wth a capital; "Let ne ask you;
'How ol d are you?'"

(4) Every line of poetry begins with a capital; "Breathes there a nman
with soul so dead?"

(5) Every nunbered clause calls for a capital: "The witness asserts: (1)
That he saw the man attacked; (2) That he saw himfall; (3) That he
saw his assailant flee."

(6) The headi ngs of essays and chapters should be wholly in capitals; as,
CHAPTER VI |1 --RULES FOR USE OF CAPI TALS.

(7) Inthe titles of books, nouns, pronouns, adjectives and adverbs
should begin with a capital; as, "Johnson's Lives of the Poets."

(8) In the Roman notation nunbers are denoted by capitals; as, | Il Il V
XLCDM-1, 2, 3, 5, 10, 50, 100, 500, 1000.

(9) Proper nanes begin with a capital; as, "Jones, Johnson, Caesar, Mark
Ant ony, England, Pacific, Christnas."

Such words as river, sea, nountain, etc., when used generally are conmon,
not proper nouns, and require no capital. But when such are used with an
adj ective or adjunct to specify a particular object they beconme proper
nanes, and therefore require a capital; as, "M ssissippi R ver, North
Sea, Alleghany Mountains," etc. In |ike manner the cardinal points north,
sout h, east and west, when they are used to distinguish regions of a
country are capitals; as, "The North fought against the South."

When a proper nane is conpounded with another word, the part which is not
a proper nane begins with a capital if it precedes, but with a snall
letter if it follows, the hyphen; as "Post-honeric," "Sunday-school."

(10) Words derived fromproper nanes require a Capital; as, "Anmerican,
| rish, Christian, Americanize, Christianize."

In this connection the nanes of political parties, religious sects and



school s of thought begin with capitals; as, "Republican, Denocrat, Wig,
Catholic, Presbyterian, Rationalists, Free Thinkers."

(11) The titles of honorable, state and political offices begin with a
capital; as, "President, Chairman, Governor, Al derman."

(12) The abbreviations of learned titles and coll ege degrees call for
capitals; as, "LL.D., MA, B.S.," etc. Also the seats of |earning
conferring such degrees as, "Harvard University, Mnhattan College," etc.

(13) Wien such relative words as father, nother, brother, sister, uncle,
aunt, etc., precede a proper nane, they are witten and printed with
capitals; as, Father Abraham Mother Eddy, Brother John, Sister Jane,
Uncl e Jacob, Aunt Eliza. Father, when used to denote the early Christian
witer, is begun with a capital; "Augustine was one of the |earned

Fat hers of the Church.”

(14) The nanes applied to the Suprene Being begin with capitals: "God,
Lord, Creator, Providence, Almghty, The Deity, Heavenly Father, Holy
One." In this respect the nanes applied to the Saviour also require
capitals: "Jesus Christ, Son of God, Man of Galilee, The Crucified, The
Anoi nted One." Also the designations of Biblical characters as "Lily of

| srael, Rose of Sharon, Confortress of the Afflicted, Help of Christians,
Prince of the Apostles, Star of the Sea," etc. Pronouns referring to God
and Christ take capitals; as, "H's work, The work of Hm etc."

(15) Expressions used to designate the Bible or any particul ar division
of it begin with a capital; as, "Holy Wit, The Sacred Book, Holy Book,
God's Wrd, Add Testanent, New Testanent, Gospel of St. Matthew, Seven
Penitential Psalns."

(16) Expressions based upon the Bible or in reference to Biblical
characters begin with a capital: "Water of Life, Hope of Men, Hel p of
Christians, Scourge of Nations."

(17) The nanes applied to the Evil One require capitals: "Beel zebub,
Prince of Darkness, Satan, King of Hell, Devil, Incarnate Fiend, Tenpter
of Men, Father of Lies, Hater of Good.™

(18) Words of very special inportance, especially those which stand out
as the nanes of |eading events in history, have capitals; as, "The
Revol ution, The Cvil War, The M ddl e Ages, The Age of Iron," etc.



(19) Terns which refer to great events in the history of the race require
capitals; "The Flood, Magna Charta, Decl aration of | ndependence."”

(20) The nanmes of the days of the week and the nonths of the year and the
seasons are commenced with capitals: "Mnday, March, Autum."”

(21) The Pronoun | and the interjection O always require the use of
capitals. In fact all the interjections when uttered as exclamations
commence with capitals: "Alas! he is gone."” "Ah! | pitied him"

(22) Al _nons-de-guerre_, assuned nanes, as well as nanes given for

di stinction, call for capltals as, "The Wzard of the North," "Paul
Pry," "The Nor t her n Gael ," "Sandy Sanderson," "Poor Robin," etc.

(23) In personification, that is, when inanimate things are represented
as endowed with Iife and action, the noun or object personified beglns
with a capital; as, "The starry Ni ght shook the dews from her w ngs.

"M 1| d-eyed Day appeared,” "The Cak said to the Beech--'|l am stronger

t han you.""

CHAPTER VI
LETTER WRI TI NG

Principles of Letter-Witing--Forns--Notes

Many people seemto regard letter-witing as a very sinple and easily
acquired branch, but on the contrary it is one of the nost difficult
fornms of conposition and requires nuch patience and | abor to naster its
details. In fact there are very few perfect letter-witers in the

| anguage. It constitutes the direct formof speech and may be call ed
conversation at a distance. Its forns are so varied by every conceivabl e
topic witten at all tinmes by all kinds of persons in all kinds of npods
and tenpers and addressed to all kinds of persons of varying degrees in
society and of different pursuits in life, that no fixed rules can be

| aid down to regulate its length, style or subject matter. Only general
suggestions can be nmade in regard to scope and purpose, and the forns of



i ndicting set forth which custom and precedent have sancti oned.

The principles of letter-witing should be understood by everybody who
has any know edge of witten | anguage, for al nost everybody at sone tine
or other has necessity to address sone friend or acquai ntance at a

di stance, whereas conparatively few are called upon to direct their
efforts towards any other kind of conposition.

Fornmerly the illiterate countryman, when he had occasi on to conmuni cate
with friends or relations, called in the peripatetic school master as his
amanuensi s, but this had one draw back, --secrets had to be poured into an
ear other than that for which they were intended, and often the

confi dence was betrayed.

Now, that education is abroad in the land, there is sel dom any occasi on
for any person to call upon the service of another to conpose and wite a
personal letter. Very few now a-days are so grossly illiterate as not to
be able to read and wite. No matter how crude his effort nay be it is
better for any one to wite his own letters than trust to another. Even

I f he should commence, --"deer fren, i lift up ny pen to let ye no that i
hove been sik for the past 3 weeks, hopping this wll findye the sane,"
his spelling and construction can be excused in view of the fact that his
i ntention is good, and that he is doing his best to serve his own turn

wi t hout dependi ng upon ot hers.

The nature, substance and tone of any |etter depend upon the occasion
that calls it forth, upon the person witing it and upon the person for
whomit is intended. Whether it should be easy or formal in style, plain
or ornate, light or serious, gay or grave, sentinental or matter-of-fact
depend upon these three circunstances.

In letter witing the first and nost inportant requisites are to be
natural and sinple; there should be no straining after effect, but sinply
a spont aneous out-pouring of thoughts and ideas as they naturally occur
to the witer. We are repelled by a person who is stiff and | abored in
his conversation and in the sane way the stiff and | abored |etter bores
the reader. Wereas if it is light and in a conversational vein it

| medi ately engages his attention.

The letter which is witten with the greatest facility is the best kind
of letter because it naturally expresses what is in the witer, he has
not to search for his words, they flowin a perfect unison with the ideas



he desires to conmmuni cate. When you wite to your friend John Browne to
tell himhow you spent Sunday you have not to | ook around for the words,
or study set phrases with a view to please or inpress Browne, you just
tell himthe sane as if he were present before you, how you spent the
day, where you were, with whom you associ ated and the chief incidents
that occurred during the tine. Thus, you wite natural and it is such
witing that is adapted to epistolary correspondence.

There are different kinds of letters, each calling for a different style
of address and conposition, nevertheless the natural key should be

mai ntained in all, that is to say, the witer should never attenpt to
convey an inpression that he is other than what he is. It would be silly
as well as vain for the common street laborer of a [imted education to
try to put on literary airs and enulate a college professor; he may have
as good a brain, but it is not as well devel oped by education, and he

| acks the polish which society confers. Wen witing a letter the street
| aborer should bear in mind that only the letter of a street-I|laborer is
expected fromhim no nmatter to whom his conmuni cati on nmay be addressed
and that neither the grammar nor the diction of a Chesterfield or

d adstone is looked for in his |language. Still the witer should keep in
m nd the person to whomhe is witing. If it is to an Archbishop or sone
other great dignitary of Church or state it certainly should be couched
in ternms different fromthose he uses to John Browne, his intimate
friend. Just as he cannot say "Dear John" to an Archbi shop, no nore can
he address himin the famliar words he uses to his friend of everyday
acquai ntance and conpani onship. Yet there is no great |earning required
to wite to an Archbi shop, no nore than to an ordinary individual. Al
the | aborer needs to knowis the formof address and how to properly
utilize his Iimted vocabulary to the best advantage. Here is the form
for such a letter:

17 Second Avenue,
New York City.
January 1st, 1910.

Mbst Rev. P. A. Jordan,
Ar chbi shop of New YorKk.

Most Rev. and dear Sir:--

Whil e sweeping the crossing at Fifth
Avenue and 50th street on | ast Wednesday
norning, | found the enclosed Fifty Dollar



Bill, which | amsending to you in the hope
that it may be restored to the rightful
owner .

| beg you will acknow edge recei pt and
shoul d the owner be found I trust you wl|l
notify nme, so that | nmay claimsone reward
for ny honesty.

| am Mst Rev. and dear Sir,

Very respectfully yours,
Thomas Jones.

(bserve the brevity of the letter. Jones nakes no suggestions to the

Ar chbi shop how to find the owner, for he knows the course the Archbi shop
wi || adopt, of having the finding of the bill announced fromthe Church
pul pits. Could Jones hinself find the owner there would be no occasion to
apply to the Archbi shop.

This letter, it is true, is different fromthat which he would send to
Browne. Nevertheless it is sinple without being famliar, is just a plain
statenent, and is as nuch to the point for its purpose as if it were
garni shed with rhetoric and "words of | earned I ength and thunderi ng
sound. "

Letters may be divided into those of friendship, acquaintanceship, those
of business relations, those witten in an official capacity by public
servants, those designed to teach, and those which give accounts of the
dai Il y happenings on the stage of life, in other words, news |etters.

_Letters of friendship_ are the nost common and their style and form
depend upon the degree of relationship and intimcy existing between the
witers and those addressed. Between relatives and intimate friends the
begi nning and end may be in the nost famliar form of conversati on,
either affectionate or playful. They should, however, never overstep the
boundari es of decency and propriety, for it is well to renenber that,
unl i ke conversation, which only is heard by the ears for which it is

I ntended, witten words may cone under eyes other than those for whom

t hey were designed. Therefore, it is well never to wite anything which
the world may not read wi thout detrinment to your character or your

I nstincts. You can be joyful, playful, jocose, give vent to your feelings,
but never stoop to | ow | anguage and, above all, to | anguage savoring in



the slightest degree of noral inpropriety.

Busi ness letters_ are of the utnost inportance on account of the
interests involved. The business character of a man or of a firmis often
j udged by the correspondence. On many occasions letters instead of
devel opi ng trade and business interests and gaining clientele, predispose
peopl e unfavorably towards those whomthey are designed to benefit.

Anbi guous, slip-shod |anguage is a detrinment to success. Business letters
shoul d be clear, concise, to the point and, above all, honest, giving no
wrong i npressions or holding out any inducenents that cannot be fulfilled.
I n business letters, just as in business conduct, honesty is always the
best policy.

Oficial letters_ are nostly always formal. They shoul d possess cl earness,
brevity and dignity of tone to i npress the receivers with the proper
respect for the national |laws and institutions.

Letters designed to teach or _didactic letters_are in a class all by

t hemsel ves. They are sinply literature in the formof letters and are

enpl oyed by sone of the best witers to give their thoughts and i deas a
greater enphasis. The npbst conspi cuous exanple of this kind of conposition
Is the book on Etiquette by Lord Chesterfield, which took the formof a
series of letters to his son.

_News |etters_ are accounts of world happeni ngs and descri ptions of
cerenoni es and events sent into the newspapers. Sone of the best authors
of our tine are newspaper men who wite in an easy flow ng style which is
nost readable, full of hunor and fancy and which carries one along with
breat hl ess i nt er est from begi nning to end.

The principal parts of a letter are (1) the _heading_ I nt roducti on;

(2) the _body or substance of the letter; (3) the subscription_ or

cl osi ng expression and signature; (4) the _address_or direction on the
envel ope. For the body of a letter no fornms or rules can be |aid down
as it altogether depends on the nature of the letter and the rel ationship
between the witer and the person addressed.

There are certain rules which govern the other three features and which
custom has sancti oned. Every one should be acquainted with these rules.

THE HEADI NG



The Heading_ has three parts, viz., the nane of the place, the date of
writing and the designation of the person or persons addressed; thus:

73 New Street,
Newar k, N. J.,
February 1st, 1910.
Messr. G nn and Co.,
New Yor k
Gent | enen:

The nane of the place should never be omtted; in cities, street and
nunber shoul d al ways be gi ven, and except when the city is large and very
conspi cuous, so that there can be no question as to its identity wth
another of the sanme or simlar nane, the abbreviation of the State should
be appended, as in the above, Newark, N. J. There is another Newark in
the State of Chio. Onng to failure to conply with this rule nmany letters
go astray. The _date_should be on every letter, especially business
letters. The date should never be put at the bottomin a business | etter,
but in friendly letters this nay be done. The _designation_ of the

person or persons addressed differs according to the relations of the
correspondents. Letters of friendship nmay begin in many ways according to
the degrees of friendship or intinmacy. Thus:

My dear W fe:

My dear Husband:
My dear Friend:

My darling Mother:
My dearest Love:
Dear Aunt:

Dear Uncl e:

Dear (George: etc.

To mark a | esser degree of intimacy such fornmal designations as the
foll ow ng may be enpl oyed:

Dear Sir:

My dear Sir:
Dear M. Smt h:
Dear Madam etc.

For clergynen who have the degree of Doctor of Divinity, the designation



Is as foll ows:

Rev. Al ban Johnson, D. D.
My dear Sir: or Rev. and dear Sir: or nore famliarly
Dear Dr. Johnson:

Bi shops of the Roman and Anglican Communi ons are addressed as
_Ri ght Reverend .

The Rt. Rev., the Bishop of Long Island. or

The Rt. Rev. Frederick Burgess, Bishop of Long Isl and.
Rt. Rev. and dear Sir:

Ar chbi shops of the Roman Church are addressed as Mst Reverend_ and
Cardinals as _Em nence_. Thus:

The Mbst Rev. Archbi shop Kat zer.
Mbst Rev. and dear Sir:

Hi s Em nence, Janes Cardi nal G bbons, Archbishop of Baltinore.
May it please your Em nence:

The title of the Governor of a State or territory and of the President of
the United States is Excellency . However, Honorable 1is nore comonly
applied to Governors: --

Hi s Excellency, WIIliam Howard Taft,
Presi dent of the United States.

Sir:--

Hi s Excel | ency, Charles Evans Hughes,
Governor of the State of New York.

Sir:--

Honor abl e Franklin Fort,
Gover nor of New Jersey.

Sir:--

The general salutation for Oficers of the Arny and Navy is Sir_. The



rank and station should be indicated in full at the head of the letter,
t hus:

General Joseph Thonpson,
Commandi ng the Seventh Infantry.

Sir:

Rear Adm ral Robert Atkinson,
Commandi ng the Atlantic Squadron.

Sir:

The title of officers of the Gvil Governnent is Honorable and they are
addressed as _Sir_.

Hon. Nel son Duncan,
Senat or from Chi o.

Sir:

Hon. Norman W ngfi el d,
Secretary of the Treasury.

Sir:

Hon. Rupert G esham
Mayor of New York.

Sir:

Presi dents and Professors of Colleges and Universities are generally
addressed as _Sir_ or _Dear Sir_.

Pr of essor Ferguson Jenks,
President of .......... Uni versity.

Sir: or Dear Sir:

Presidents of Societies and Associ ations are treated as busi ness nen and
addressed as Sir_ or _Dear Sir _.



M. Joseph Banks,
Presi dent of the N ght OwM s.

Dear Sir: or Sir:

Doct ors of Medicine are addressed as Sir: My dear Sir: Dear Sir:
and nore famliarly My dear Dr: or Dear Dr: as

Ryerson Pitkin, M D.
Sir:

Dear Sir:

My dear Dr:

Ordinary people with no degrees or titles are addressed as M. and Ms.
and are designed Dear Sir: Dear Madam and an unmarried wonman of any age
i s addressed on the envel ope as M ss So-and-so, but always designed in
the letter as

Dear Madam

The plural of M. as in addressing a firmis _Messrs , and the
correspondi ng salutation is Dear Sirs: or Gentlenen:

In England Esqg. is used for M. as a mark of slight superiority and
in this country it is sonetines used, but it is practically obsolete.
Customis against it and Anmerican sentinent as well. If it is used it

shoul d be only applied to | awers and justices of the peace.

SUBSCRI PTI ON

The _Subscription_or ending of a letter consists of the term of respect
or affection and the signature. The term depends upon the relation of the
person addressed. Letters of friendship can close wth such expressions
as:

Yours | ovingly,
Yours affectionately,
Devot edly yours,
Ever yours, etc.

as between husbands and w ves or between | overs. Such gushing



term nations as Your Owm Darling, Your own Dovey and other pet and silly
endi ngs shoul d be avoi ded, as they denote shall owness. Love can be
strongly expressed w thout dipping into the nonsensical and the farcical.

For mal expressions of Subscription are:

Yours Sincerely,
Yours truly,
Respectful ly yours,

and the |ike, and these nay be varied to denote the exact bearing or
attitude the witer wishes to assune to the person addressed: as,

Very sincerely yours,
Very respectfully yours,
Wth deep respect yours,
Yours very truly, etc.

Such el aborate endi ngs as

"In the neantine with the highest respect, | amyours to conmand, "
"I have the honor to be, Sir, Your hunble Servant,"

"Wth great expression of esteem | am Sincerely yours,"

"Believe ne, ny dear Sir, Ever faithfully yours,"

are condemned as savoring too much of affectation.

It is better to finish formal letters wthout any such qualifying
remarks. |If you are witing to M. Ryan to tell himthat you have a house
for sale, after describing the house and stating the terns sinply sign
your sel f

Your obedi ent Servant

Yours very truly,

Yours with respect,
James W/ son.

Don't say you have the honor to be anything or ask himto believe
anything, all you want to tell himis that you have a house for sale and
that you are sincere, or hold himin respect as a prospective custoner.

Don't abbreviate the signature as: Y'rs Resp'fly_ and al ways nake



your sex obvious. Wite plainly

Yours truly,
~John Field_

and not J. Field , so that the person to whomyou send it nmay not take
you for Jane Field._.

It is always best to wite the first nanme in full. Mrried wonen shoul d
prefix Ms. to their nanmes, as

Very sincerely yours,
_Ms. Theodore Watson.

| f you are sending a letter acknow edging a conplinment or sone kindness
done you may say, _Yours gratefully, or _Yours very gratefully, in
proportion to the act of kindness received.

It is not customary to sign letters of degrees or titles after your nane,
except you are a lord, earl or duke and only known by the title, but as
we have no such titles in Arerica it is unnecessary to bring this matter
I nto consideration. Don't sign yourself,

Si ncerely yours,
badi ah Jackson, M A or L.L. D

|f you're an M A or an L.L. D. people generally know it w thout your
soundi ng your own trunpet. Many people, and especially clergynen, are
fond of flaunting after their nanes degrees they have received _honoris
causa_ , that is, degrees as a mark of honor, w thout exam nation. Such
degrees should be kept in the background. Many a deadhead has these
degrees which he could never have earned by brain work.

Married wonen whose husbands are alive may sign the husband's nane with
the prefix Ms: thus,

Yours sincerely,
_Ms. WIIliam Sout hey.

but when the husband is dead the signature should be--

Yours sincerely,



_Ms. Sarah Sout hey.

So when we receive a letter froma wonan we are enabled to tell whether
she has a husband living or is a widow A wonman separated from her
husband but not a _divorcee_should not_sign his nane.

ADDRESS

The address of a letter consists of the nane, the title and the
resi dence.

M. Hugh Bl ack,
112 Sout hgate Street,
Al t oona,
Pa.

Intimate friends have often famliar nanmes for each other, such as pet
nanes, nicknanes, etc., which they use in the freedom of conversation,
but such nanmes shoul d never, under any circunstances, appear on the
envel ope. The subscription on the envel ope should be always witten with
propriety and correctness and as if penned by an entire stranger. The
only difficulty in the envelope inscriptionis the title. Every man |s
entitled to _M._ and every lady to Ms._ and every unnmarried |ady t

Mss . Even a boy is entitled to Master . Wien nore than one is addressed
the title is Messrs. _Mesdames_ is sonetimes witten of wonen. If the
person addressed has a title it is courteous to use it, but titles never
must be duplicated. Thus, we can wite

Robert Stitt, M D., but never
Dr. Robert Stitt, M D, or
M. Robert Stitt, M D.

In witing to a nedical doctor it is well to indicate his profession by
the letters M D. so as to differentiate himfroma D. D. It Iis better to
wite Robert Stitt, M D., than Dr. Robert Stitt.

In the case of clergynen the prefix Rev. is retained even when they have
other titles; as

Rev. Tracy Tooke, LL. D



When a person has nore titles than one it is customary to only give him
the | eading one. Thus instead of witing Rev. Sanmuel MacConb, B. A.,

M A, B. Sc., Ph. D., LL. D., D. D. the formenployed is Rev. Sanuel
MacConb, LL. D. LL. D. is appended in preference to D. D. because in npost
cases the "Rev." inplies a "D. D." while conparatively fewwth the prefix
"Rev." are entitled to "LL. D."

In the case of Honorables such as Governors, Judges, Menbers of Congress,
and others of the Cvil Governnent the prefix "Hon." does away with M.
and Esqg.  Thus we wite Hon. Josiah Snifkins, not Hon. M. Josiah Snifkins
or Hon. Josiah Snifkins, Esgq. Though this prefix Hon. 1is also often
applied to Governors they should be addressed as Excell ency. For instance:

Hi s Excel | ency,
Charl es E. Hughes,
Al bany,
N. Y.

In witing to the President the superscription on the envel ope should be

To the President,
Executi ve Mansi on,
Washi ngton, D. C

Pr of essi onal nen such as doctors and | awers as well as those having
|l egitimately earned Col | ege Degrees nay be addressed on the envel opes by
their titles, as

Jonat han Janeway, M D.
Hubert Houston, B. L.
Matt hew Marks, M A., etc.

The residence of the person addressed should be plainly witten out in
full. The street and nunbers should be given and the city or town witten
very legibly. If the abbreviation of the State is |iable to be confounded
or confused with that of another then the full nanme of the State shoul d
be witten. In witing the residence on the envel ope, instead of putting
it all in one line as is done at the head of a letter, each itemof the
resi dence forns a separate |line. Thus,

Li berty,
Sul I'i van County,



New Yor K.

215 M nna St.
San Franci sco,
Cali forni a.

There should be left a space for the postage stanp in the upper right
hand corner. The nane and title should occupy a |line that is about
central between the top of the envel ope and the bottom The nanme shoul d
neither be too nuch to right or left but |ocated in the centre, the
begi nni ng and end at equal distances fromeither end.

In witing to | arge busi ness concerns which are well known or to public
or city officials it is sonetines custonmary to | eave out nunber and street.
Thus,

Messrs. Seigel, Cooper Co.,
New York City,

Hon. WlliamJ. Gynor,
New York City.

NOTES

_Notes  may be regarded as letters in mniature confined chiefly to

i nvitations, acceptances, regrets and introductions, and nodern etiquette
tends towards informality in their conposition. Card etiquette, in fact,
has taken the place of cerenoni ous correspondence and informal notes are
now the rule. Invitations to dinner and receptions are now nostly witten
on cards. "REQrets are sent back on visiting cards with just the one
word _"Regrets” plainly witten thereon. Oten on cards and notes of
invitation we find the letters R S. V. P. at the bottom These | etters
stand for the French _repondez s'il vous plait_, which neans "Reply, if
you pl ease," but there is no necessity to put this on an invitation card
as every well-bred person knows that a reply is expected. In witing
notes to young |l adies of the sane famly it should be noted that the

el dest daughter of the house is entitled to the designation _Mss_wthout
any Christian name, only the surname appended. Thus if there are three
daughters in the Thonpson famly Martha, the eldest, Susan and Jem na,
Martha is addressed as _M ss_ Thonpson and the ot her two as M ss Susan
Thonpson and _M ss_ Jem na Thonpson respectively.



Don't wite the word addressed_on the envel ope of a note.
Don't seal a note delivered by a friend.
Don't wite a note on a postal card.

Here are a few common forns: --

FORMAL | NVI TATI ONS

M. and Ms. Henry WAagstaff request the
honor of M. MAdoo's presence on Friday
eveni ng, June 15th, at 8 o'clock to neet the
Governor of the Fort.

19 Wodbi ne Terrace
June 8th, 1910.

Thi s

s an invitation to a formal reception calling for evening dress.
Here Is

|
is M. MAdoo's reply in the third person:--
M. MAdoo presents his conplinents to
M. and Ms. Henry WAagstaff and accepts wth
great pleasure their invitation to neet the
Governor of the Fort on the evening of June
fifteenth.
215 Beacon Street,
June 10t h, 1910.

Here is how M. MAdoo m ght decline the invitation:--

M. MAdoo regrets that owing to a prior
engagenent he nust forego the honor of paying
his respects to M. and Ms. Wagstaff and the
Governor of the Fort on the evening of June
fifteenth.

215 Beacon St.,

June 10t h, 1910.

Here is a note addressed, say to M. Jerem ah Reynol ds.



or

M. and Ms. O dham at hone on Wednesday
eveni ng Cctober ninth fromseven to el even.
21 Ashl and Avenue,
Cct ober 5t h.

Reynol ds makes reply:--

M. Reynol ds accepts with high appreciation
the honor of M. and Ms. O dhanis invitation
for Wednesday eveni ng Cct ober ninth.

W ndsor Hot el

Cct ober 7th

M. Reynolds regrets that his duties render
it inpossible for himto accept M. and Ms.
A dhams kind invitation for the evening of
Qct ober ni nt h.

W ndsor Hot el ,

Cct ober 7t h,

Sonetines less informal invitations are sent on small specially designed
note paper in which the first person takes the place of the third. Thus

MF .

360 Pine St.,
Dec. 11th, 1910.
Dear M. Saintsbury:

M. Johnson and | should be nuch pleased to
have you dine with us and a few friends next
Thursday, the fifteenth, at half past seven.

Yours sincerely,
Emma Bur nsi de.

Sai ntsbury's reply:

57 Carlyle Strand
Dec. 13th, 1910.
Dear M's. Burnsi de:
Let nme accept very appreciatively your
invitation to dine wwth M. Burnside and you
on next Thursday, the fifteenth, at half past



seven.
Yours sincerely,
Henry Sai ntsbury.
Ms. Al exander Burnsi de.

NOTES OF | NTRODUCTI ON

Not es of introduction should be very circunspect as the witers are in
reality vouching for those whomthey introduce. Here is a speci nen of
such a note.

603 Lexi ngton Ave.,
New York City,
June 15th, 1910.
Rev. Cyrus C. Wley, D D.,
Newar k, N. J.
My dear Dr. W/ ey:
| take the |iberty of
presenting to you ny friend, Stacy Redfern,
M D., a young practitioner, who is anxious
to locate in Newark. | have known hi m many
years and can vouch for his integrity and
prof essi onal standing. Any courtesy and
ki ndness which you may show himw I | be very
much appreci ated by ne.
Very sincerely yours,
Franklin Jewett.

CHAPTER VI |
ERRORS

M st akes-- Sl i ps of Authors--Exanples and Corrections--Errors of Redundancy.

In the follow ng exanples the word or words in parentheses are uncall ed
for and should be omtted:



Fill the glass (full).

They appeared to be talking (together) on private affairs.

| saw the boy and his sister (both) in the garden.

He went into the country |ast week and returned (back) yesterday.

The subject (matter) of his discourse was excel |l ent.

= R

. You need not wonder that the (subject) matter of his discourse was
xcellent; it was taken fromthe Bible.

7. They followed (after) him but could not overtake him

8. The sane sentinents nmay be found throughout (the whole of) the book.
9. | was very ill every day (of ny life) |ast week.

10. That was the (sum and) substance of his discourse.

11. He took wi ne and water and m xed them (both) together.

12. He descended (down) the steps to the cellar.

13. He fell (down) fromthe top of the house.

14. | hope you wll return (again) soon.

15. The things he took away he restored (again).

16. The thief who stole ny watch was conpelled to restore it (back again).
17. It is equally (the sane) to ne whether | have it today or tonorrow.

18. She said, (says she) the report is false; and he replied, (says he)
If it be not correct | have been m sinforned.

19. | took ny place in the cars (for) to go to New YorKk.

20. They need not (to) call upon him



21. Nothing (else) but that would satisfy him

22. \Whenever | ride in the cars | (always) find it prejudicial to ny
heal t h.

23. He was the first (of all) at the neeting.

24. He was the tallest of (all) the brothers.

25. You are the tallest of (all) your famly.

26. \Wenever | pass the house he is (always) at the door.
27. The rain has penetrated (through) the roof.

28. Besides ny uncle and aunt there was (also) ny grandfather at the
chur ch.

29. It should (ever) be your constant endeavor to pl ease your famly.
30. If it is true as you have heard (then) his situation is indeed pitiful.
31. Either this (here) man or that (there) woman has (got) it.

32. Where is the fire (at)?

33. Did you sleep in church? Not that | know (of).

34. | never before (inny life) met (wth) such a stupid man.

35. (For) why did he postpone it?

36. Because (why) he could not attend.

37. What age is he? (Wiy) | don't know,

38. He called on ne (for) to ask ny opinion.

39. | don't know where | am (at).

40. | | ooked in (at) the w ndow.



41. | passed (by) the house.

42. He (always) cane every Sunday.

43. Moreover, (also) we wish to say he was in error.

44, 1t is not |long (ago) since he was here.

45. Two nen went into the wood (in order) to cut (down) trees.

Furt her exanples of redundancy mght be nmultiplied. It is very commbn in
newspaper witing where not al one single words but entire phrases are
soneti mes brought in, which are unnecessary to the sense or explanation
of what is witten.

GRAMMATI CAL ERRORS OF STANDARD AUTHORS

Even the best speakers and witers are sonetines caught napping. Many of
our standard authors to whom we have been accustoned to | ook up as
infallible have sinned nore or |ess against the fundanental principles of
granmar by breaking the rules regarding one or nore of the nine parts of
speech. In fact sone of them have recklessly trespassed agai nst all nine,
and still they sit on their pedestals of fane for the admration of the
crowd. Macaulay mstreated the article. He wote,--"That _a_ historian
shoul d not record trifles is perfectly true." He should have used _an .

Di ckens al so used the article incorrectly. He refers to "Robinson Crusoe"
as " _an_ universally popular book," instead of _a universally popul ar
book.

The rel ati on between nouns and pronouns has al ways been a stunbling bl ock
to speakers and witers. Hallamin his Literature of Europe_ wites,

"No one as yet had exhibited the structure of the human ki dneys, Vesali us
havi ng only exam ned themin dogs." This neans that Vesalius exam ned
human ki dneys in dogs. The sentence shoul d have been, "No one had as yet
exhi bited the kidneys in human bei ngs, Vesalius having exam ned such
organs in dogs only."

Sir Arthur Helps in witing of D ckens, states--"I knew a brother author
of his who received such criticisnms fromhim (D ckens) very |ately and



profited by it _." Instead of _it_the word should be them to agree
wth criticisns.

Here are a few other pronom nal errors fromleadi ng aut hors:

"Sir Thomas Moore in general so wites it, although not many others so
|ate as him." Should be he .--Trench's English Past and Present .

"What should we gain by it but that we should speedily becone as poor as
_them." Should be they .--Alison's Essay on Mcaul ay_.

"If the king gives us |eave you or | may as lawfully preach, as
_them_ that do." Should be they or those , the latter
havi ng persons understood. --Hobbes's History of CGvil Wars .

"The drift of all his sernons was, to prepare the Jews for the reception
of a prophet, mghtier than _him, and whose shoes he was not worthy
to bear." Should be than he .--Atterbury's _Sernons_.

"Phal aris, who was so nmuch older than _her ." Should be she .--Bentley's
_Dissertation on Phalaris_.

"King Charles, and nore than _him_, the duke and the Popish faction were
at liberty to formnew schenes." Should be than _he_ .--Bolingbroke's
_Dissertations on Parties .

"We contributed a third nore than the Dutch, who were obliged to the sane
proportion nore than _us _." Should be than we .--Swift's Conduct of the
Al lies .

In all the above exanples the objective cases of the pronouns have been
used while the construction calls for nom native cases.

"Let thou and | the battle try"--_Anon_.

Here let_ 1is the governing verb and requires an objective case after it;
therefore instead of thou_ and | , the words should be you (_sing_.)
and ne .

"Forever in this hunble cell, Let thee and I, ny fair one, dwell"

-- Prior _.



Here thee_ and | _should be the objectives you and ne .

The use of the relative pronoun trips the greatest nunber of authors.
Even in the Bible we find the relative wongly transl at ed:

Whom do nen say that | anf--_St. Matthew .

Wom think ye that | anfP--_ Acts of the Apostles .

~Who_ should be witten in both cases because the word is not in the
obj ective governed by say or think, but in the nomnative dependent on

the verb _am.

~Who_ should | neet at the coffee house t'other night, but ny old
friend?"--_Steele .

"It is another pattern of this answerer's fair dealing, to give us hints

that the author is dead, and yet |ay the suspicion upon sonebody, | know
not who , in the country."--Swift's Tale of a Tub_ .
"My son is going to be married to | don't know who ."--Goldsmth's

_Good-natured Man_.

The nom native who_ in the above exanpl es should be the objective
_whom .

The plural nomnative ye of the pronoun _thou 1is very often
used for the objective you , as in the foll ow ng:

"Hs wath which will one day destroy ye both ."-- MIton_.

"The nore shane for _ye ; holy nen | thought _ye ."-- Shakespeare_.
"I feel the gales that from ye blow "-- Gay .

"Tyrants dread ye , lest your just decree Transfer the power and
set the people free."-- Prior _.

Many of the great witers have played havoc with the adjective in the
I ndi scrim nate use of the degrees of conparison.



"OF two fornms of the sanme word, use the fittest."-- Mrell _

The author here in _trying_ to give good advice sets a bad exanpl e.
He shoul d have used the conparative degree, "Fitter.

Adj ectives which have a conparative or superlative signification do not

admt the addition of the words nore , nost , or the term nations,
_er_, _est , hence the follow ng exanples break this rule:
"Money is the nost universal incitenent of human msery."--G bbon's

_Decline and FaII

"The chlefest of which was known by the nanme of Archon anong the
Grecians."--Dryden's _Life of Plutarch_.

"The _chiefest and largest are renoved to certain nagazi nes they call
libraries."--Swift's Battle of the Books_.

The two chiefest properties of air, its gravity and elastic force,
have been di scovered by mechani cal experinEnts.--_Arbuthno_.

"Fromthese various causes, which in greater or _|esser_degree,
affected every individual in the colony, the indignation of the people
becane general ."--Robertson's Hi story of Anerica_.

"The extrenest parts of the earth were neditating a subm ssion."
--Atterbury's _Sernons_.

"The |l ast are indeed nore preferable because they are founded on sonme new
know edge or inprovenent in the mind of man."--Addi son, _Spectator

"This was in reality the easiest_manner of the two."--Shaftesbury's
_Advice to an Aut hor _

"I'n every well formed mnd this second desire seens to be the _strongest
of the two."--Smth's Theory of Mdiral Sentinents .

I n these exanples the superlative is wongly used for the conparati ve.
When only two objects are conpared the conparative formnust be used.

O inpossibility there are no degrees of conparison, yet we find the
fol |l ow ng:



"As it was inpossible they should know t he words, thoughts and secret
actions of all nen, so it was _nore inpossible_ they should pass judgnment
on them according to these things."--VWiitby's Necessity of the Christian
Rel i gi on_.

A great nunber of authors enploy adjectives for adverbs. Thus we find:

"I shall endeavor to live hereafter suitable to a man in ny station."
- - _Addi son_.

"I can never think so very nean_ of him"--Bentley's Dissertation on
Phal ari s_.

"Hi s expectations run high and the fund to supply themis _extrene_
scanty."-- Lancaster's Essay on Delicacy_.

The commonest error in the use of the verb is the disregard of the
concord between the verb and its subject. This occurs nost frequently
when the subject and the verb are wdely separated, especially if sone
ot her noun of a different nunber immedi ately precedes the verb. Fal se
concords occur very often after _either , or_, neither_, _nor_, and
_much_, nmore , many , _everyone_ , _each_.

Here are a few authors' slips:--

"The terns in which the sale of a patent _were_communicated to the
public."--Junius's Letters_ .

"The richness of her arns and apparel _were_ conspicuous."--G bbon's
_Decline and Fall _.

"Everyone of this grotesque famly were_ the creatures of national
genius."--D Israeli.

"He knows not what spleen, |languor or listlessness are ."--Blair's
_Sernons_.

"Each of these words _inply , sone pursuit or object relinquished."
-- _Ibid_.

"Magnus, with four thousand of his supposed acconplices were_ put



to death."--_G bbon_.

"No nation gives greater encouragenents to |learning than we do; yet at
the sane tine none are_ so injudicious in the application."
-- _Goldsmth_.

" There's two_ or _three_of us have seen strange sights."--_ Shakespeare .
The past participle should not be used for the past tense, yet the

| ear ned Byron overl ooked this fact. He thus wites in the _Lanent of
Tasso_: - -

"And with ny years ny soul _begun to pant  Wth feelings of strange
tumult and soft pain."

Here i s anot her exanple from Savage's Wanderer in which there is
doubl e si nni ng:

"Fromliberty each nobler science sprung , A Bacon brighten'd and a
Spenser _sung ."

Ot her breaches in regard to the participles occur in the follow ng: --

"Every book ought to be read with the sanme spirit and in the sane manner
as it is wit "--Fielding's Tom Jones_.

"The Court of Augustus had not wore_ off the manners of the republic”
--Hume' s Essays .

Moses tells us that the fountains of the earth were _broke_ open or
cl ove asunder."--Burnet.

"A free constitution when it has been shook by the iniquity of
former adm nistrations."--_Bolingbroke_.

"In this respect the seeds of future divisions were sowed abundantly."
-- _Ibid_.

In the follow ng exanple the present participle is used for the infinitive
nood:

"It is easy _distinguishing_ the rude fragnent of a rock fromthe splinter



of a statue."--GIfillan's _Literary Portraits_.
_Di stinguishing_ here should be replaced by to distinguish .
The rules regarding shall and wll_are violated in the foll ow ng:

"I'Tf we ook within the rough and awkward outside, we wll_be
richly rewarded by its perusal."--Glfillan's therary Portraits_.

"I'f I _should_ declare then1and speak of them they should be nore
than | am able to express."--_ Prayer Book Revision of Psalns X _

"I uId decl are them and speak of them they are nore than can
be nunmbered.”-- Ibid .

"Wthout having attended to this, we wll_be at a |loss, in understanding
several passages in the classics."--Blair's Lectures .

"We know to what cause our past reverses have been owing and we_
wi Il have ourselves to blane, if they are again incurred."--Alison's
_History of Europe._.

Adverbial m stakes often occur in the best witers. The adverb rather is
a word very frequently misplaced. Archbishop Trench in his "English Past
and Present” wites, "It _rather nodified the structure of our sentences
than the el enents of our vocabulary."” This should have been witten,--" It
nodi fied the structure of our sentences _rather than_ the elenents of our
vocabul ary. "

"So far as his node of teaching goes he is rather_a disciple of
Socrates than of St. Paul or Wesley." Thus wites Leslie Stephens of Dr.
Johnson. He should have witten,--" So far as his node of teaching goes
he is a disciple of Socrates rather_than of St. Paul or Wsley."

The preposition is a part of speech which is often wongly used by sone
of the best witers. Certain nouns, adjectives and verbs require
particul ar prepositions after them for instance, the word different

al ways takes the preposition from after it; _prevall t akes _upon_;
_averse_takes to ; _accord takes wth_, and so on.

In the follow ng exanples the prepositions in parentheses are the ones
t hat shoul d have been used:



"He found the greatest difficulty of (in) witing."--Hune's
_History of England_.

"I'f policy can prevail _upon_ (over) force."--_Addi son_.

"He made the discovery and communicated to_ (with) his friends."
--Swift's Tale of a Tub .

"Every office of command should be intrusted to persons _on_ (in)
whom t he parlianment shall confide."--_Mcaul ay_.

Several of the nost celebrated witers infringe the canons of style by
pl aci ng prepositions at the end of sentences. For instance Carlyle, in

referring to the Study of Burns, wites:--"Qur own contributions to it,
we are aware, can be but scanty and feeble; but we offer themwth good
will, and trust they may neet with acceptance fromthose they are

i ntended for _."
--"for whomthey are intended," he should have witten.

"Most witers have sone one vein which they peculiarly and obviously
excel in_."-- WlliamMnto_.

This sentence should read,--Mst witers have sone one vein in which they
peculiarly and obviously excel.

Many aut hors use redundant words which repeat the sane thought and idea.
This is called tautol ogy.

"Not wi t hst andi ng whi ch (however) poor Polly enbraced themall around.™
-- _Di ckens_.

"I judged that they would (nutually) find each other."--_ Crockett .

"....as having created a (joint) partnership between the two Powers in
t he Morocco question."--_The Tines_ .

"The only sensible position (there seens to be) is to frankly acknow edge
our ignorance of what |ies beyond."-- Daily Tel egraph_.

Lord Rosebery has not budged from his position--splendid, no doubt, --of



(lonely) isolation."--_The Tines_.

"Mss Fox was (often) in the habit of assuring Ms. Chick."--_D ckens_ .
"The deck (it) was their field of fane."--_Canpbell .

"He had cone up one norning, as was now (frequently) his wont,"

-- _Trol |l ope._.

The counsellors of the Sultan (continue to) remain sceptical

-- _The Times_.

Seriously, (and apart fromjesting), this is no l[ight matter.--_Bagehot _.

To go back to your own country with (the consciousness that you go back
with) the sense of duty well done.--_Lord Hal sbury_ .

The Peresviet_ |lost both her fighting-tops and (in appearance)
| ooked the nost damaged of all the ships--_The Tines .

Counsel admitted that, that was a fair suggestion to make, but he
submtted that it was borne out by the (surrounding) circunstances.
-- _Ibid_.

Anot her unnecessary use of words and phrases is that which is terned
circum ocution, a going around the bush when there is no occasion for
it,--save to fill space.

It may be |ikened to a person wal king the distance of two sides of a
triangle to reach the objective point. For instance in the quotation:
"Pope professed to have | earned his poetry from Dryden, whom whenever an
opportunity was presented, he praised through the whole period of his

exi stence with unvaried liberality; and perhaps his character may receive
sone illustration, of a conparison he instituted between himand the man
whose pupil he was" nuch of the verbiage nay be elimnated and the
sentence thus condensed:

"Pope professed hinself the pupil of Dryden, whom he |ost no opportunity
of praising; and his character nmay be illustrated by a conparison with
his master."

"His |ife was brought to a close in 1910 at an age not far fromthe one



fixed by the sacred witer as the term of human exi stence."

This in brevity can be put, "Hs life was brought to a close at the age
of seventy;" or, better yet, "He died at the age of seventy."

"The day was intensely cold, so cold in fact that the thernoneter crept
down to the zero mark," can be expressed: "The day was so cold the
t hernoneter registered zero."

Many authors resort to circunlocution for the purpose of "padding," that
is, filling space, or when they strike a snag in witing upon subjects of
which they know little or nothing. The young witer should steer clear of
it and learn to express his thoughts and ideas as briefly as possible
commensurate with lucidity of expression.

Vol unes of errors in fact, in grammar, diction and general style, could
be selected fromthe works of the great witers, a fact which el oquently
testifies that no one is infallible and that the very best is liable to
err at tines. However, nost of the erring in the case of these witers
arises fromcarel essness or hurry, not froma |lack of know edge.

As a general rule it is in witing that the scholar is liable to slip; in
oral speech he sel dom nmakes a blunder. In fact, there are many peopl e who
are perfect masters of speech,--who never nake a blunder in conversation,
yet who are ignorant of the very principles of grammar and woul d not know
how to wite a sentence correctly on paper. Such persons have been
accustoned frominfancy to hear the | anguage spoken correctly and so the
use of the proper words and forns becones a second nature to them A
child can learn what is right as easy as what is wong and what ever

| npressions are nade on the mnd when it is plastic will remain there.
Even a parrot can be taught the proper use of |anguage. Repeat to a
parrot.--"Two and two nmake_ four" and it never wll say "two and two

_makes_ four."

In witing, however, it is different. Wthout a know edge of the
fundanental s of granmar we nay be able to speak correctly from

associ ation with good speakers, but w thout such a knowl edge we cannot
hope to wite the | anguage correctly. To wite even a common letter we
must know the principles of construction, the relationship of one word to
another. Therefore, it is necessary for everybody to understand at | east
the essentials of the grammar of his own | anguage.



CHAPTER VI | |
Pl TFALLS TO AVA D

Common St unbling Bl ocks--Peculiar Constructions--M sused Forns.

ATTRACTI ON

Very often the verb is separated fromits real nom native or subject by
several intervening words and in such cases one is |iable to make the
verb agree with the subject nearest to it. Here are a few exanpl es
show ng that the leading witers now and then take a tunble into this
pitfall:

(1) "The partition which the two mnisters nmade of the powers of
governnment _were_ singularly happy."--_Mcaul ay_.

(Should be was to agree with its subject, _partition_.)

(2) "One at least of the qualities which fit it for training ordinary nen
~unfit_ it for _training_an extraordinary man."--_ Bagehot .

(Should be unfits_ to agree with subject one .)

(3) "The Ti betans have engaged to exclude fromtheir country those
danger ous i nfluences whose appearance were_the chief cause of our
action."--_The Tines_.

(Should be was_ to agree with _appearance_ .)

(4) "An imense anount of confusion and indifference prevail_in these
days."-- _Tel egraph_.

(Should be prevails to agree with anount.)

ELLI PSI S



Errors in ellipsis occur chiefly wwth prepositions.

Hi s objection and condoning of the boy's course, seened to say the |east,
par adoxi cal .

(The preposition to_ should cone after objection.)

Many nmen of brilliant parts are crushed by force of circunstances and
their genius forever lost to the world.

(Some maintain that the mssing verb after genius is _are_, but such
is ungrammatical. In such cases the right verb shoul d be al ways
expressed: as--their genius _is_ forever lost to the world.)

THE SPLIT | NFI NI TI VE

Even the best speakers and witers are in the habit of placing a

nodi fying word or words between the to_ and the remaining part of the
infinitive. It is possible that such will come to be | ooked upon in tine
as the proper formbut at present the splitting of the infinitive is

deci dedly wong. "He was scarcely able _to_even _talk " "She comenced
_to_rapidly walk_ around the room" " To have_ reaIIy _loved is better
than not to have at all _loved ." In these constructions it is nuch
better not to split the infinitive. In every-day speech the best speakers
sin against this observance.

In New York City there is a certain nagistrate, a nenber of "the 400,"
who prides hinmself on his diction in |anguage. He tells this story: A
prisoner, a faded, battered speci nen of manki nd, on whose haggard face,
deeply lined with the marks of dissipation, there still |ingered faint
rem nders of better days |ong past, stood dejected before the judge.
"Where are you fron?" asked the magistrate. "From Boston," answered the
accused. "Indeed," said the judge, "indeed, yours is a sad case, and yet
you don't seem to_ thoroughly realise_how |l ow you have sunk." The nman
stared as if struck. "Your honor does ne an injustice," he said bitterly.
"The disgrace of arrest for drunkenness, the nortification of being
thrust into a noi sone dungeon, the publicity and humliation of trial in
a crowded and dingy courtroom | can bear, but to be sentenced by a Police
Magi strate who splits his infinitives --that is indeed the |ast blow"



ONE

The indefinite adjective pronoun _one_ when put in place of a personal
substantive is liable to raise confusion. Wien a sentence or expression
I's begun with the inpersonal _one the word must be used throughout in
all references to the subject. Thus, "One nust mind one's own business if
one w shes to succeed" nay seen1prollx and awkward, nevertheless it is
the proper form You nust not say--"One nust mnd his business if he

w shes to succeed,"” for the subject is inpersonal and therefore cannot
exclusively take the masculine pronoun. Wth _any one_ it is different.
You may say--"If any one sins he should acknowl edge it; let himnot try
to hide it by another sin."

ONLY

This is a word that is a pitfall to the nost of us whether |earned or
unl earned. Probably it is the nost indiscrimnately used word in the
| anguage. Fromthe different positions it is made to occupy in a sentence
it can relatively change the neaning. For instance in the sentence--"I
~only struck himthat tine," the neaning to be inferred is, that the
only thing | did to himwas to _strike_him not kick or otherw se abuse
him But if the only 1is shifted, so as to nake the sentence read-"|I
struck him only that tinme" the neaning conveyed is, that only on that
occasion and at no other tine did | strike him |f another shift is nade
to-"I struck _only himthat tine," the neaning is again altered so that
it signifies he was the only person | struck.

| n speaki ng we can by enphasis inpress our neani ng on our hearers, but in
writing we have nothing to depend upon but the position of the word in
the sentence. The best rule in regard to only is to place it

_imedi ately before_ the word or phrase it nodifies or limts.

ALONE

I s another word which creates anbiguity and alters neaning. |If we
substitute it for only in the precedi ng exanple the neaning of the

sentence wi |l depend upon the arrangenent. Thus "I _alone_ struck him at
that tinme" signifies that I and no other struck him Wen the sentence
reads "I struck him _alone_ at that tinme" it nust be interpreted that he

was the only person that received a blow. Again if it is nmade to read "I



struck himat that tine _alone t he sense conveyed is that that was the
only occasion on which | struck him The rule which governs the correct
use of _only is also applicable to _alone .

OTHER AND ANOTHER

These are words which often give to expressions a neaning far fromthat
i ntended. Thus, "I have nothing_ to do wth that _other_ rascal across
the street," certalnly means that | ama rascal nyself. "I sent the
despatch to ny friend, but another villain intercepted it," clearly
signifies that ny friend is a villain.

A good plan is to omt these words when they can be readily done w thout,
as in the above exanples, but when it is necessary to use them nmake your
nmeani ng clear. You can do this by maki ng each sentence or phrase in which
t hey occur i ndependent of contextual aid.

AND W TH THE RELATI VE

Never use _and_ with the relative_ in this manner: "That is the dog |
meant _and which_ | know is of pure breed." This is an error quite
conmon. The use of _and_is permissible when there is a parallel relative
in the precedi ng sentence or clause. Thus: "There is the dog which |

meant and which | know is of pure breed" is quite correct.

LOOSE PARTI ClI PLES

A participle or participial phrase is naturally referred to the nearest
nom native. If only one nomnative is expressed it clains all the
participles that are not by the construction of the sentence otherw se
fixed. "John, working in the field all day and getting thirsty, drank
fromthe running stream" Here the participles working and getting_
clearly refer to John. But in the sentence,--"Swept along by the nob |
could not save him" the participle as it were is lying around | oose and
may be taken to refer to either the person speaking or to the person
spoken about. It may nean that | was swept along by the nob or the

I ndi vi dual whom | tried to save was swept al ong.

"Going into the store the roof fell" can be taken that it was the roof



whi ch was going into the store when it fell. O course the neaning
i ntended is that sone person or persons were going into the store just as
the roof fell.

In all sentence construction with participles there should be such
clearness as to preclude all possibility of anmbiguity. The participle
shoul d be so placed that there can be no doubt as to the noun to which it
refers. Oten it is advisable to supply such words as wll make the
meani ng obvi ous.

BROKEN CONSTRUCTI ON

Sonetines the beginning of a sentence presents quite a different
grammati cal construction fromits end. This arises fromthe fact
probably, that the beginning is lost sight of before the end is reached.
This occurs frequently in |long sentences. Thus: "Honesty, integrity and
square-dealing will bring anybody nmuch better through Iife than the
absence of either." Here the construction is broken at _than_. The use of
_either , only used in referring to one of two, shows that the fact is
forgotten that three qualities and not two are under consideration. Any
one of the three neanings mght be intended in the sentence, viz.,
absence of any one quality, absence of any two of the qualities or
absence of the whole three qualities. Either denotes one or the other of
two and shoul d never be applied to any one of nore than two. Wien we fall
into the error of constructing such sentences as above, we shoul d take
them apart and reconstruct themin a different grammatical form

Thus, --"Honesty, integrity and square-dealing wll bring a man nuch
better through life than a | ack of these qualities which are al npost
essential to success."

DOUBLE NEGATI VE

|t nust be renenbered that two negatives in the English | anguage destroy
each other and are equivalent to an affirmative. Thus "I _don't_ know
_nothing_ about it" is intended to convey, that | amignorant of the
matter under consideration, but it defeats its own purpose, inasnuch as
the use of nothing inplies that | know sonething about it. The sentence
shoul d read--"I don't know anything about it."

Oten we hear such expressions as "He was _not_ asked to give _no_



opi nion," expressing the very opposite of what is intended. This sentence
i nplies that he was asked to give his opinion. The doubl e negati ve,
therefore, should be carefully avoided, for it is insidious and is liable
to slip in and the witer remain unconscious of its presence until the
eye of the critic detects it.

FI RST PERSONAL PRONCUN

The use of the first personal pronoun should be avoi ded as nuch as
possi ble in conposition. Don't introduce it by way of apol ogy and never
use such expressions as "In ny opinion," "As far as | can see," "It
appears to ne," "I believe," etc. In what you wite, the whole
conposition is expressive of your views, since you are the author,
therefore, there is no necessity for you to accentuate or enphasize

yourself at certain portions of it.

Moreover, the big savor of egotism Steer clear of themas far as
you can. The only place where the first person is permssible is in
passages where you are stating a view that is not generally held and
which is likely to neet with opposition.

SEQUENCE OF TENSES

When two verbs depend on each other their tenses nust have a definite
relation to each other. "I shall have nuch pleasure in accepting your
kind invitation" is wong, unless you really nmean that just now you
decl i ne though by-and-by you intend to accept; or unless you nean that
you do accept now, though you have no pleasure in doing so, but |ook
forward to be nore pleased by-and-by. In fact the sequence of the
conpound tenses puzzle experienced witers. The best plan is to go back
in thought to the tinme in question and use the tense you would _then_
naturally use. Now in the sentence "I should have |iked to have gone to
see the circus" the way to find out the proper sequence is to ask
yourself the question--what is it | "should have |iked" to do? and the
plain answer is "to go to see the circus." | cannot answer--"To have gone
to see the circus" for that would inply that at a certain nonent | would
have liked to be in the position of having gone to the circus. But | do
not nean this; | nmean that at the nonent at which I am speaking | w sh |
had gone to see the circus. The verbal phrase _|I should have |iked_
carries me back to the tine when there was a chance of seeing the circus



and once back at the tine, the going to the circus is a thing of the
present. This whol e explanation resolves itself into the sinple

guestion, --what should | have liked _at that tinme_, and the answer is "to
go to see the circus," therefore this is the proper sequence, and the
expression should be "I should have liked to go to see the circus."

|f we wish to speak of sonething relating to a tinme _prior_ to that
I ndi cated in the past tense we nust use the perfect tense of the
infinitive; as, "He appeared to have seen better days." W should say "I
expected to neet him," not "I expected to have net him." "W intended
_to VISIt you ," not " to have visited vyou." "I hoped they would_
arrive," not "I hoped they would have arrived." "I thought | should
catch_ the bird,"” not "I thought | should _have caught the bird." "I
had intended to go to the nmeeting," not "I had intended to have gone_
to the neeting."

BETWEEN- - AMONG

These prepositions are often carelessly interchanged. Between_ has
reference to two objects only, _anpbng_ to nore than two. "The nbney was
equal |y divided between them is right when there are only two, but if
there are nore than two it should be "the noney was equally divided anong
t hem ™

LESS- - FEVEER

Less refers Is quantity, fewer_ to nunber. "No nman has |ess virtues"
should be "No man has fewer virtues." "The farner had sone oats and a
_fewer  quantity of wheat" should be "the farnmer had sone oats and a
_less_ quantity of wheat."

FURTHER- - FARTHER

Further is comonly used to denote quantity, farther_to denote

di stance. "I have wal ked farther_ than you,” "I need no further
supply" are correct.

EACH OTHER- - ONE ANOTHER



Each other refers to two, _one another to nore than two. "Jones and
Smith quarrel ed; they struck each other" is correct. "Jones, Smth and
Brown quarrel ed; they struck one another" is also correct. Don't say,
"The two boys teach one another" nor "The three girls |ove each other.™

EACH, EVERY, ElI THER, NEI THER

These words are continually m sapplied. Each_ can be applied to two

or any higher nunber of objects to signify _every one_ of the nunber
_independently . Every requires nore than two_to be spoken of and

denotes all the _persons_or _things_taken _separately . FEither

denotes _one or the other of two , and should not be used To include
both. Neither is the negative of either, denoting not the other,

and not the one, and relating to two persons_ or _things_considered

separately.

The follow ng exanples illustrate the correct usage of these words:

_Each_ man of the crew received a reward.

_Every_ man in the regi nent displayed bravery.

We can walk on _either_ side of the street.

_Neither  of the two is to bl ane.

NElI THER- NOR

When two singular subjects are connected by neither , _nor_ use a

si ngul ar verb; as, " Neither_John nor_Janes was there ," not _were_
t here.

NONE

Cust om Has sanctioned the use of this word both with a singular and
plural; as--"None is_so blind as he who will not see" and "None _are_
so blind as they who will not see.” However, as it is a contraction of
~no one_ it is better to use the singular verb.



Rl SE- RAI SE

These verbs are very often confounded. _Rise_Is to nove or pass upward
i n any nmanner; as to "rise frombed;" to increase in value, to inprove in
position or rank, as "stocks rise;" "politicians rise;" "they have risen

to honor."

_Raise_is to lift up, to exalt, to enhance, as "l raise the table;"
"He raised his servant;" "The baker raised the price of bread ."
LAY- LI E

The transitive verb lay , and lay , the past tense of the neuter verb
_lie_, are often confounded, though quite different in neaning. The
neuter verb to lie , neaning to |lie down or rest, cannot take the

obj ective after it except with a preposition. W can say "He lies_ on
the ground," but we cannot say "He lies_ the ground," since the verb is
neuter and intransitive and, as such, cannot have a direct object. Wth
lay_ it is different. Lay 1is a transitive verb, therefore it takes a

direct object after it; as "I _lay a wager," "I _laid_ the carpet," etc.
O a carpet or any inani mate subject we should say, "It lies on the
floor," "A knife |lies_ on the table," not lays . But of a person we
say--"He lays the knife on the table,"” not "He lies ----." _Lay_ being

the past tense of the neuter to lie (down) we should say, "He _|lay_on
the bed,"” and lain_being its past participle we nust also say "He has
_lain_ on the bed."

W can say "I lay nyself down." "He laid hinmself down" and such
expr essi ons.

It is inperative to renmenber in using these verbs that to lay neans to
do_sonething, and to lie neans to be in a state of rest .

SAYS I --1 SAID

_"Says |I" _is a vulgarism don't use it. "I said" is correct form



| N--1 NTO

Be careful to distinguish the nmeaning of these two little prepositions
and don't interchange then1 Ebn t say "He went _in_ the roonf nor "My

brother is _into_the navy." _In_ denotes the place where a person or

t hing, whether at rest or in notion, is present; and _into_ denotes
_entrance_. "He went _into_the roonl" "My brother is _in_ the navy" are
correct.

EAT- - ATE

Don't confound the two. Eat is present, ate 1is past. "I _eat_ the
bread” nmeans that | amcontinuing the eating; "I _ate_ the bread” means

that the act of eating is past. Eaten_ is the perfect participle, but
often _eat_ is used instead, and as it has the same pronunciation (et) of
_ate , care should be taken to distinguish the past tense, | _ate_ from
the perfect | have eaten_ (_eat ).

SEQUENCE OF PERSON

Renenber that the first_person takes precedence of the _second_ and the
_second_ takes precedence of the _third . Wen Cardinal Vblsey said _Ego
et Rex_ (I and the King), he showed he was a good grammari an, but a bad
courtier.

AM COMVE- - HAVE COVE

" | amcone_" points to ny being here, while "I have cone" intinmates that
| have just arrived. When the subject is not a person, the verb to be_
shoul d be used in preference to the verb to have ; as, "The box is come"
i nstead of "The box has cone."

PAST TENSE- - PAST PARTI Cl PLE
The interchange of these two parts of the irregular or so-called _strong_

verbs is, perhaps, the breach oftenest conmmtted by carel ess speakers and
witers. To avoid mstakes it is requisite to know the principal parts of



t hese verbs, and this knowl edge is very easy of acquirenent, as there are
not nore than a couple of hundred of such verbs, and of this nunber but a
small part is in daily use. Here are sone of the nost conmmon bl unders: "I

seen" for "I saw;" "I done it" for "I didit;" "I drunk"™ for "I drank;"
"I begun" for "I began;" "I rung" for "I rang;" "I run" for "I ran;" "I
sung"” for "I sang;" "I have chose" for "I have chosen;" "I have drove"
for "I have driven;" "I have wore" for "I have worn;" "I have trod" for
"I have trodden:" "I have shook" for "I have shaken;" "I have fell" for
"I have fallen;" "I have drank" for "I have drunk;" "I have began" for "I
have begun;" "I have rang"” for "I have rung;" "I have rose" for "I have
risen;" "I have spoke" for "I have spoken;" "I have broke" for "I have
broken." "It has froze" for "It has frozen." "It has blowed" for "It has
blown." "It has flowed" (of a bird) for "It has flown."

N. B.--The past tense and past participle of To Hang_ is _hanged_ or
_hung_. Wen you are tal ki ng about a man neeting death on the gall ows,

say "He was hanged"; when you are tal ki ng about the carcass of an ani nal
say, "It was hung," as "The beef was hung dry." Al so say your coat " _was_
hung on a hook."

PREPCOSI TI ONS AND THE OBJECTI VE CASE

Don't forget that prepositions always take the objective case. Don't say
"Between you and | "; say "Between you and ne_ "

Two_ prepositions should not govern _one obj ective_ unless there is an
i medi at e connection between them "He was refused admi ssion to and

forcibly ejected fromthe school" should be "He was refused adm ssion to
the school and forcibly ejected fromit."

SUMVON- - SUMMONS

Don't say "I shall summons him" but "I shall summon him" _Summon_ is a
verb, _sumons_, a noun.

It is correct to say "I shall get a sumons_ for him" not a _summon_.

UNDENI ABLE- - UNEXCEPTI ONABLE



"My brother has an undeni able character” is wong if | wsh to convey the
| dea that he has a good character. The expression should be in that case

"My brother has an unexceptionable character.” An _undeni abl e character

is a character that cannot be deni ed, whether bad or good. An

unexcepti onabl e character is one to which no one can take excepti on.

THE PRONOUNS

Very many m stakes occur in the use of the pronouns. "Let you and | go"
should be "Let you and ne_ go." "Let themand we go" should be "Let them
and us go." The verb let is transitive and therefore takes the objective
case.

"Gve ne _them flowers" should be "Gve ne those_ flowers"; "I nean
_them_ three" should be "I nmean those three.”™ Themis the objectlve case
of the personal pronoun and cannot be used adjectively Ilke t he
denonstrative adjective pronoun. "I amas strong as him" should be "
amas strong as _he "; "|I amyounger than _her " should be "I an1younger
than she ;" "He can wite better than ne_ " should be "He can wite
better than |," for in these exanples the objectlve cases him, _her_

and me_ are used wongfully for the nominatives. After each of the

m sapplied pronouns a verb is understood of which each pronoun is the
subject. Thus, "I amas strong as he (is)." "I amyounger than she (is)."
"He can wite better than | (can)."

Don't say " It is nme ;" say " It is | " The verb To Be_ of which is is a
part takes the sane case after it that it has before it. This holds good
in all situations as well as with pronouns.

The verb To Be_ also requires the pronouns joined to it to be in the
sane case as a pronoun asking a question; The nomnative | _ requires the
nom native who_ and the objectives ne , him, her , _its_, _you_,
_them, require the objective whom.

" Whom_ do you think |I anP" should be " Who_do you think I an?" and

" \Who_ do they suppose me to be?" should be " Wiom do they suppose ne to
be?" The objective formof the Relatlve shoul d be al ways used, in
connection with a preposition. "Wwo do you take ne for?" shoul d be

" Whom_ do, etc." "Who did you give the apple to?" should be "Whomdid
you give the apple to," but as pointed out el sewhere the preposition
shoul d never end a sentence, therefore, it is better to say, "To whomdid



you gi ve the appl e?"

After transitive verbs always use the objective cases of the pronouns.
For " He and _they_ we have seen," say " Hm and _them we have seen.”
THAT FOR SO

"The hurt it was that painful it made himcry," say "so painful."

THESE- - THOSE

"Don't say, _These kind; those sort_. _Kind_ and _sort_ are each singular
and require the S|ngular pronouns _this_and that . In connection wth

t hese denonstrative adjective pronouns renenber that this_ and _these_
refer to what is near at hand, that and those to what is nore

di stant; as, _this book (near me), _that book_ (over there), _these_
boys (near), _those_boys (at a distance).

TH S MJUCH- - THUS MJCH

_This_ nmuch is certain" should be " Thus_ nuch or _so_ nuch is certain.”

FLEE- - FLY

These are two separate verbs and nust not be interchanged. The pri nci pal
parts of flee_are _flee_, _fled_, fled_; those of _fly are _fly_,
flew, flown . To flee is generally used in the neaning of getting

out of danger. _To fIy means to soar as a b|rd To say of a man "He _has
flown_ fromthe place" is wong; it should be "He has fled_ fromthe

pl ace." We can say with propriety that "A bird has flown_ fromthe

pl ace. "

THROUGH- - THROUGHOUT

Don't say "He is well known through the land,"” but "He is well known
t hr oughout the | and."



VOCATI ON AND AVOCATI ON

Don't m stake these two words so nearly alike. Vocation is the enpl oynent,
busi ness or profession one follows for a living;, avocation is sone
pursuit or occupation which diverts the person from such enpl oynent,
busi ness or profession. Thus

"His vocation was the |aw, his avocation, farmng."

VWAS- - WVERE

In the subjunctive nood the plural form _were_ should be used with a

si ngul ar subject; as, "If | _were ," not was . Renenber the plural form
of the personal pronoun _you_always takes were , though it may denote
but one. Thus, " _You were ," never " _you was ." " If | was him" is a

very common expression. Note the two mistakes in it,--that of the verb

i nplying a condition, and that of the objective case of the pronoun. It
should read If | were he . This is another illustration of the rule
regar di ng the verb To Be , taking the sane case after it as before it;
were_ is part of the verb To Be , therefore as the nomnative (1) goes
before it, the nominative (he) should cone after it.

A OR AN

_ A becones an before a vowel or before _h nute for the sake of euphony
or agreeable sound to the ear. An apple , _an orange , _an heir_, _an
honor , etc.

CHAPTER | X
STYLE

Diction--Purity--Propriety--Precision.

It is the object of every witer to put his thoughts into as effective



formas possible so as to nake a good i npression on the reader. A person
may have nobl e thoughts and i deas but be unable to express themin such a
way as to appeal to others, consequently he cannot exert the full force
of his intellectuality nor |leave the inprint of his character upon his
time, whereas many a man but indifferently gifted may wield such a facile
pen as to attract attention and win for hinself an envious place anong
hi s cont enporari es.

In everyday life one sees illustrations of nen of excellent nentality
bei ng cast aside and ones of nediocre or in sone cases, little, if any,
ability chosen to fill inportant places. The fornmer are unable to inpress

their personality; they have great thoughts, great ideas, but these

t houghts and ideas are locked up in their brains and are |like prisoners
behind the bars struggling to get free. The key of |anguage which woul d
open the door is wanting, hence they have to renmain | ocked up.

Many a man has to pass through the world unheard of and of little benefit
toit or hinself, sinply because he cannot bring out what is in him and
make it subservient to his will. It is the duty of every one to develop his
best, not only for the benefit of hinself but for the good of his fellow
men. It is not at all necessary to have great |earning or acquirenents, the
| aborer is as useful in his own place as the philosopher in his; nor is it
necessary to have many talents. One talent rightly used is nmuch better than
ten wongly used. Oten a man can do nore with one than his contenporary
can do with ten, often a man can nake one dollar go farther than twenty in
t he hands of his neighbor, often the poor man |ives nore confortably than

the mllionaire. Al depends upon the individual hinself. |If he nake right
use of what the Creator has given himand |live according to the laws of God
and nature he is fulfilling his allotted place in the universal schene of

creation, in other words, when he does his best, he is living up to the
standard of a useful manhood.

Now in order to do his best a man of ordinary intelligence and educati on
shoul d be able to express hinself correctly both in speaking and witing,

that is, he should be able to convey his thoughts in an intelligent
manner whi ch the sinplest can understand. The manner in which a speaker
or witer conveys his thoughts is known as his Style. In other words
_Style may be defined as the peculiar manner in which a man expresses
hi s conceptions through the nedi um of | anguage. It depends upon the

choi ce of words and their arrangenent to convey a neani ng. Scarcely any

two witers have exactly the sane style, that is to say, express their

| deas after the sane peculiar form just as no two nortals are fashi oned



by nature in the sane nould, so that one is an exact counterpart of the
ot her .

Just as nen differ in the accent and tones of their voices, so do they
differ in the construction of their |anguage.

Two reporters sent out on the sane mission, say to report a fire, wll
verbally differ in their accounts though materially both descriptions
w Il be the sane as far as the |l eading facts are concerned. One w ||
express hinself in a style different_ fromthe other.

| f you are asked to describe the dancing of a red-haired |ady at the | ast
charity ball you can either say--"The ruby Crce, with the Titian | ocks
glowng like the oriflame which surrounds the gol den god of day as he
sinks to rest amd the crinson glory of the burnished Wst, gave a divine
exhi bition of the Terpsichorean art which thrilled the souls of the

mul titude" or, you can sinply say--"The red-haired | ady danced very well
and pl eased the audi ence.™

The former is a specinmen of the ultra florid or bonbastic style which may
be said to depend upon the ponposity of verbosity for its effect, the
|atter is a specinmen of sinple natural_ Style. Needless to say it is to
be preferred. The other should be avoided. It stanps the witer as a
person of shall owness, ignorance and inexperience. It has been elim nated
fromthe newspapers. Even the nost flatulent of yellow sheets no | onger
tolerate it in their colums. Affectation and pedantry in style are now
uni versal | y condemmed.

It is the duty of every speaker and witer to | abor after a pl easing
style. It gains himan entrance where he woul d ot herwi se be debarred.
Often the interest of a subject depends as nmuch on the way it is
presented as on the subject itself. One witer wll make it attractive,
anot her repul sive. For instance take a passage in history. Treated by one
historian it is |like a desiccated nmummy, dry, dull, disgusting, while
under the spell of another it is, as it were, galvanized into a virile
living thing which not only pl eases but captivates the reader.

DI CTI ON

The first requisite of style is choice_ of _words , and this conmes under
the head of Diction_, the property of style which has reference to the



wor ds and phrases used in speaking and witing. The secret of literary
skill from any standpoint consists in putting the right word in the right
place. In order to do this it is inperative to know the neaning of the
words we use, their exact literal neaning. Many synonynbus words are

seem ngly |nterchangeable and appear as if the sane neani ng were applicable
to three or four of themat the sane tine, but when all such words are
reduced to a final analysis it is clearly seen that there is a nmarked
difference in their neaning. For instance _grief_ and _sorrow_seemto be
i dentical, but they are not. _Gief_ is active, _sorrow_is nore or |ess
passive; _grief_is caused by troubles and m sfortunes which come to us
fromthe outside, while sorrow is often the consequence of our own
acts. Gief_ is frequently loud and violent, _sorrow_ is always qui et
and retiring. Gief_ shouts, Sorrow_ remains calm

| f you are not sure of the exact neaning of a word look it up imediately
in the dictionary. Sonetines sonme of our great scholars are puzzled over
sinple words in regard to neani ng, spelling or pronunciation. \Whenever
you neet a strange word note it down until you discover its neaning and
use. Read the best books you can get, books witten by nen and wonen who
are acknow edged nasters of |anguage, and study how they use their words,
where they place themin the sentences, and the neanings they convey to

t he readers.

M Xx in good society. Listen attentively to good talkers and try to
imtate their manner of expression. |If a word is used you do not
under stand, don't be ashaned to ask its neani ng.

True, a small vocabulary wll carry you through, but it is an advantage
to have a | arge one. When you live alone a little pot serves just as well
as a |large one to cook your victuals and it is handy and conveni ent, but
when your friends or nei ghbors cone to dine with you, you will need a
much larger pot and it is better to have it in store, so that you wll
not be put to shane for your scantiness of furnishings.

Get as many words as you possibly can--if you don't need them now, pack
themaway in the garrets of your brain so that you can call upon themif
you require them

Keep a note book, jot down the words you don't understand or clearly
under stand and consult the dictionary when you get tine.



PURI TY

_Purity_ of style consists in using words which are reputable, national
and present, which neans that the words are in current use by the best
authorities, that they are used throughout the nation and not confined to
one particular part, and that they are words in constant use at the
present tine.

There are two guiding principles in the choice of words,-- _good use_
and good taste . Good use_ tells us whether a word is right or wong;
_good taste , whether it is adapted to our purpose or not.

A word that is obsolete or too new to have gained a place in the
| anguage, or that is a provincialism should not be used.

Here are the Ten Conmmandnents of English style:
(1) Do not use foreign words.

(2) Do not use a long word when a short one will serve your purpose.
_Fire_is nuch better than _conflagration_.

(3) Do not use technical words, or those understood only by specialists
in their respective |lines, except when you are witing especially for
such peopl e.

(4) Do not use sl ang.

(5) Do not use provincialisns, as "I guess" for "I think"; "I reckon" for
"I know," etc.

(6) Do not in witing prose, use poetical or antiquated words: as "lore,
e'er, norn, yea, nay, verily, peradventure."

(7) Do not use trite and hackneyed words and expressions; as, "on the
job," "up and in"; "down and out."

(8) Do not use newspaper words which have not established a place in the
| anguage as "to bugle"; "to suicide," etc.

(9) Do not use ungrammatical words and forns; as, "I ain't;" "he don't."



(10) Do not use anbi guous words or phrases; as--"He showed ne all about
t he house.™

Trite words, simles and netaphors which have becone hackneyed and worn
out should be allowed to rest in the oblivion of past usage. Such
expressi ons and phrases as "Sweet sixteen" "the Almghty dollar,” "Uncle
Sam" "On the fence," "The A orious Fourth," "Young Anerica," "The lords
of creation," "The rising generation," "The weaker sex," "The weaker
vessel ," "Sweetness |ong drawn out" and "chief cook and bottle washer,"
shoul d be put on the shelf as they are utterly worn out fromtoo nuch
usage.

Sone of the old simles which have outlived their useful ness and should
be pensioned off, are "Sweet as sugar," "Bold as a lion," "Strong as an
ox," "Quick as a flash," "Cold as ice," "Stiff as a poker," "Wite as
snow," "Busy as a bee," "Pale as a ghost," "Rich as Croesus," "Cross as a
bear"” and a great many nore far too nunerous to nention.

Be as original as possible in the use of expression. Don't followin the
old rut but try and strike out for yourself. This does not nean that you
should try to set the style, or do anything outl andi sh or out of the way,
or be an innovator on the prevailing custom In order to be original
there is no necessity for you to i ntroduce sonething novel or establish a
precedent. The probability is you are not fit to do either, by education
or talent. While followng the style of those who are acknow edged

| eaders you can be original in your |anguage. Try and cl othe an idea
different fromwhat it has been clothed and better. If you are speaking
or witing of dancing don't talk or wite about "tripping the Iight
fantastic toe." It is over two hundred years since MIton expressed it
that way in " L'Allegro ." You're not a MIton and besides over a mllion
have stolen it fromMIlton until it is now no |onger worth stealing.

Don't resurrect obsolete words such as whilom, _yclept , ws , etc.,
and be careful in regard to obsolescent words, that is, words that are at
the present tinme gradually passing fromuse such as _quoth, trow,

betw xt, anongst, froward , etc.

And beware of new words. Be original in the construction and arrangenent
of your |anguage, but don't try to originate words. Leave that to the
Masters of | anguage, and don't be the first to try such words, wait until
the chem sts of speech have tested them and passed upon their nerits.



Quintilian said--"Prefer the oldest of the new and the newest of the
old." Pope put this in rhynme and it still hol ds good:

In words, as fashions, the sanme rule will hold, Alike fantastic, if too
new or old: Be not the first by whomthe new are tried, Nor yet the |ast
to lay the old aside.

PROPRI ETY

_Propriety_ of style consists in using words in their proper sense and as
in the case of purity, good usage is the principal test. Many words have
acquired in actual use a neaning very different fromwhat they once
possessed. "Prevent" fornmerly neant to go before, and that neaning is
inplied inits Latin derivation. Now it neans to put a stop to, to

hi nder. To attain propriety of style it is necessary to avoid confoundi ng
words derived fromthe sane root; as respectfully and respectively_ ;

it I's necessary to use words in their accepted sense or the sense which
everyday use sanctions.

SIMPLICITY

_Sinplicity_ of style has reference to the choice of sinple words and
their unaffected presentation. Sinple words should al ways be used in
preference to conpound, and conplicated ones when they express the sane
or al nost the sanme neani ng. The Angl o- Saxon el enent in our |anguage
conpri ses the sinple words which express the relations of everyday life,
strong, terse, vigorous, the |language of the fireside, street, market and
farm It is this style which characterizes the Bi ble and nmany of the
great English classics such as the "Pilgrims Progress,"” "Robinson
Crusoe,"” and "Q@uilliver's Travels.™

CLEARNESS

_Clearness_ of style should be one of the | eading considerations with the
begi nner in conposition. He nmust avoid all obscurity and anbi guous
phrases. If he wite a sentence or phrase and see that a neaning m ght be
inferred fromit otherwi se than intended, he should re-wite it in such a
way that there can be no possible doubt. Wrds, phrases or cl auses that
are closely related should be placed as near to each other as possible



that their nutual relation may clearly appear, and no word shoul d be
omtted that is necessary to the conpl ete expression of thought.

UNI TY

_Unity is that property of style which keeps all parts of a sentence in
connection with the principal thought and logically subordinate to it. A
sentence may be constructed as to suggest the idea of oneness to the
mnd, or it may be so | oosely put together as to produce a confused and

i ndefinite inpression. |Ideas that have but little connection should be
expressed in separate sentences, and not crowded into one.

Keep | ong parent heses out of the m ddle of your sentences and when you
have apparently brought your sentences to a close don't try to continue
t he thought or idea by addi ng suppl enentary cl auses.

STRENGTH

_Strength_is that property of style which gives ani mati on, energy and
vivacity to | anguage and sustains the interest of the reader. It is as
necessary to | anguage as good food is to the body. Wthout it the words
are weak and feeble and create little or no inpression on the mnd. In
order to have strength the | anguage nust be concise, that is, nuch
expressed in little conpass, you nust hit the nail fairly on the head and
drive it in straight. Go critically over what you wite and stri ke out
every word, phrase and cl ause the om ssion of which inpairs neither the
cl earness nor force of the sentence and so avoi d redundancy, tautol ogy
and circum ocution. Gve the nost inportant words the nost prom nent

pl aces, which, as has been poi nted out el sewhere, are the begi nning and
end of the sentence.

HARMONY

_Harnmony _ is that property of style which gives a snobothness to the
sentence, so that when the words are sounded their connection becones
pleasing to the ear. It adapts sound to sense. Mst people construct
their sentences w thout giving thought to the way they will sound and as
a_consequence we have many jarring and discordant combi nations such as
"Thou strengt henedst thy position and actedst arbitrarily and



derogatorily to ny interests.™

Har sh, di sagreeable verbs are liable to occur with the Quaker form Thou_
of the personal pronoun. This formis now nearly obsol ete, the plural
_you_ being al nost universally used. To obtain harnony in the sentence

| ong words that are hard to pronounce and conbi nations of |letters of one
ki nd shoul d be avoi ded.

EXPRESSI VE OF WRI TER

Style is expressive of the witer, as to who he is and what he is. As a
matter of structure in conposition it is the indication of what a man can
do; as a matter of quality it is an indication of what he is.

KI NDS OF STYLE

Style has been classified in different ways, but it admts of so nmany
designations that it is very hard to enunerate a table. In fact there are
as many styles as there are witers, for no two authors wite _exactly_
after the sane form However, we may classify the styles of the various
authors in broad divisions as (1) dry, (2) plain, (3) neat, (4) elegant,
(5 florid, (6) bonbastic.

The dry style excludes all ornanent and nmakes no effort to appeal to
any sense of beauty. Its object is sinply to express the thoughts in a
correct manner. This style is exenplified by Berkel ey.

The _plain_ style does not seek ornanentation either, but ains to nake
cl ear and concise statements wi thout any el aboration or enbellishnent.
Locke and Whately illustrate the plain style.

The neat_ style only aspires after ornanent sparingly. Its object is to
have correct figures, pure diction and clear and harnoni ous sentences.
Goldsmth and Gray are the acknow edged | eaders in this kind of style.

The _elegant_ style uses every ornanment that can beautify and avoi ds
every excess which woul d degrade. Macaul ay and Addi son have been
enthroned as the kings of this style. To themall witers bend the knee
i n homage.



The florid_ style goes to excess in superfluous and superfici al
ornanentation and strains after a highly colored i magery. The poens of
Gssian typify this style.

The bonbastic_is characterized by such an excess of words, figures and
ornanents as to be ridiculous and disgusting. It is |like a circus clown
dressed up in gold tinsel Dickens gives a fine exanple of it in Sergeant
Buzfuz' speech in the "Pickw ck Papers." Anong other varieties of style
may be nentioned the colloquial, the [aconic, the concise, the diffuse,

t he abrupt the flowi ng, the quaint, the epigrammatic, the flowery, the
feebl e, the nervous, the vehenent, and the affected. The manner of these
is sufficiently indicated by the adjective used to describe them

In fact style is as various as character and expresses the individuality
of the witer, or in other words, as the French witer Buffon very aptly
remarks, "the style is the man hinsel f."

CHAPTER X
SUGGESTI ONS
How to Wite--Wiat to Wite--Correct Speaking and Speakers

Rul es of grammar and rhetoric are good in their own place; their |aws
must be observed in order to express thoughts and ideas in the right way
so that they shall convey a determ nate sense and neaning in a pl easing
and acceptable manner. Hard and fast rules, however, can never nake a
writer or author. That is the business of old Mdther Nature and not hi ng
can take her place. |If nature has not endowed a man with faculties to put
his ideas into proper conposition he cannot do so. He may have no i deas
worthy the recording. If a person has not a thought to express, it cannot
be expressed. Sonething cannot be manufactured out of nothing. The author
must have thoughts and i deas before he can express them on paper. These
cone to himby nature and environnent and are devel oped and strengt hened
by study. There is an old Latin quotation in regard to the poet which
says "Poeta nascitur non fit" the translation of which is--the poet is
born, not made. To a great degree the sane applies to the author. Sone
men are great scholars as far as book learning is concerned, yet they



cannot express thensel ves in passable conposition. Their know edge is
| i ke gold locked up in a chest where it is of no value to thensel ves or
the rest of the world.

The best way to learn to wite is to sit down and wite, just as the best
way how to learn to ride a bicycle is to nount the wheel and pedal away.
Wite first about common things, subjects that are famliar to you. Try
for instance an essay on a cat. Say sonething original about her. Don't
say "she is very playful when young but becones grave as she grows old."
That has been said nore than fifty thousand tines before. Tell what you
have seen the famly cat doing, how she caught a nouse in the garret and
what she did after catching it. Famliar thenes are always the best for
the beginner. Don't attenpt to describe a scene in Australia if you have
never been there and know nothing of the country. Never hunt for

subj ects, there are thousands around you. Describe what you saw yesterday--
a fire, a runaway horse, a dog-fight on the street and be original in
your description. Imtate the best witers in their _style , but not in
their exact words. Get out of the beaten path, nake a pat hway of your
own.

Know what you wite about, wite about what you know, this is a gol den
rule to which you nust adhere. To know you nust study. The world is an
open book in which all who run may read. Nature is one great volune the
pages of which are open to the peasant as well as to the peer. Study
Nature's noods and tenses, for they are vastly nore inportant than those
of the grammar. Book learning is nost desirable, but, after all, it is
only theory and not practice. The grandest allegory in the English, in
fact, in any |l anguage, was witten by an ignorant, so-called ignorant,

ti nker nanmed John Bunyan. Shakespeare was not a scholar in the sense we
regard the termto-day, yet no man ever lived or probably ever will live
that equalled or will equal himin the expression of thought. He sinply
read the book of nature and interpreted it fromthe standpoint of his own
magni fi cent geni us.

Don't inmagine that a college education is necessary to success as a
witer. Far fromit. Sone of our college nen are dead- heads, drones,
parasites on the body social, not alone useless to the world but to

t hensel ves. A person may be so ornanental that he is val uel ess from any
ot her standpoint. As a general rule ornanental things serve but little
pur pose. A man may know so nuch of everything that he knows little of
anything. This may sound paradoxical, but, neverthel ess, experience
proves its truth.



| f you are poor that is not a detrinent but an advantage. Poverty is an
i ncentive to endeavor, not a drawback. Better to be born wth a good,
wor ki ng brain in your head than wwth a gold spoon in your nmouth. |If the
worl d had been depending on the so-called pets of fortune it would have
deteriorated | ong ago.

Fromthe pits of poverty, fromthe arenas of suffering, fromthe hovels
of neglect, fromthe backwood cabins of obscurity, fromthe | anes and
by-ways of oppression, fromthe dingy garrets and basenents of unendi ng
toil and drudgery have cone nen and wonen who have nmade history, nade the
worl d brighter, better, higher, holier for their existence in it, nmade of
it a place good to live in and worthy to die in,--nen and wonen who have
hallowed it by their footsteps and sanctified it with their presence and
I n many cases consecrated it with their bl ood. Poverty is a blessing, not
an evil, a benison fromthe Father's hand if accepted in the right spirit.
| nstead of retarding, it has elevated literature in all ages. Honmer was a
bl i nd beggarnman singing his snatches of song for the dole of charity;
grand ol d Socrates, oracle of wisdom nmany a day went w thout his dinner
because he had not the wherewithal to get it, while teaching the youth of
At hens. The divine Dante was nothing better than a beggar, housel ess,
honel ess, friendless, wandering through Italy while he conposed his

i mMmortal cantos. MIton, who in his blindness "l ooked where angels fear
to tread," was steeped in poverty while witing his sublinme conception,
"Par adi se Lost." Shakespeare was glad to hold and water the horses of
patrons outside the Wiite Horse Theatre for a few pennies in order to buy
bread. Burns burst forth in never-dying song while guiding the ploughshare.
Poor Heinrich Heine, neglected and in poverty, fromhis "mattress grave"
of suffering in Paris added literary laurels to the weath of his German
Fatherland. In Anerica Elihu Burritt, while attending the anvil, nade

hi nself a master of a score of |anguages and becane the literary |ion of
his age and country.

In other fields of endeavor poverty has been the spur to action. Napol eon
was born in obscurity, the son of a hand-to-nouth scrivener in the backward
I sl and of Corsica. Abraham Lincoln, the boast and pride of Anerica, the

man who nade this land too hot for the feet of slaves, cane froma | og
cabin in the Chio backwoods. So did Janes A Garfield. U ysses Gant cane
froma tanyard to becone the world's greatest general. Thomas A. Edi son
commenced as a newsboy on a railway tram

The exanpl es of these nen are incentives to action. Poverty thrust them



forward i nstead of keeping them back. Therefore, if you are poor nake
your circunstances a neans to an end. Have anbition, keep a goal in sight
and bend every energy to reach that goal. A story is told of Thonas
Carlyle the day he attained the highest honor the literary world could
confer upon himwhen he was el ected Lord Rector of Edi nburgh University.
After his installation speech, in going through the halls, he net a
student seenmingly deep in study. In his own peculiar, abrupt, crusty way
the Sage of Chelsea interrogated the young man: "For what profession are

you studying?" "I don't know," returned the youth. "You don't know, "

t hundered Carlyle, "young man, you are a fool." Then he went on to
qualify his vehenent remark, "My boy when | was your age, | was stooped
in grinding, gripping poverty in the little village of Ecclefechan, in
the wwlds of [Transcriber's note: Part of word illegible]-frieshire,

where in all the place only the mnister and nyself could read the Bible,
yet poor and obscure as | was, in ny nmind' s eye | saw a chair awaiting
for me in the Tenple of Fane and day and ni ght and night and day |
studied until | sat in that chair to-day as Lord Rector of Edi nburgh

Uni versity."

Anot her Scot chman, Robert Buchanan, the fanobus novelist, set out for
London from 3 asgow with but half-a-crown in his pocket. "Here goes,"
said he, "for a grave in Westm nster Abbey." He was not nuch of a

schol ar, but his anbition carried himon and he becane one of the great
literary lions of the world's netropolis.

Henry M Stanl ey was a poorhouse wai f whose real name was John Row ands.
He was brought up in a Wl sh workhouse, but he had anbition, so he rose
to be a great explorer, a great witer, becane a nenber of Parlianent and
was knighted by the British Sovereign.

Have anbition to succeed and you will succeed. Cut the word "failure" out
of your lexicon. Don't acknow edge it. Renenber

"In life's earnest battle they only prevail
Who daily march onward and never say fail."

Let every obstacle you encounter be but a stepping stone in the path of
onward progress to the goal of success.

| f untoward circunstances surround you, resolve to overcone them Bunyan
wote the "Pilgrims Progress” in Bedford jail on scraps of wapping
paper while he was half starved on a diet of bread and water. That



unfortunate Anmerican genius, Edgar Allan Poe, wote "The Raven," the nost
wonder ful conception as well as the nost highly artistic poemin all
English literature, in a little cottage in the Fordham secti on of New
York while he was in the direst straits of want. Throughout all his short
and wonderfully brilliant career, poor Poe never had a dollar he could
call his own. Such, however, was both his fault and his m sfortune and he
Is a bad exenpl ar.

Don't think that the know edge of a library of books is essential to
success as a witer. Oten a multiplicity of books is confusing. Master a
f ew good books and nmaster themwell and you will have all that is
necessary. A great authority has said: "Beware of the man of one book,"
whi ch neans that a nman of one book is a master of the craft. It is
clainmed that a thorough knowl edge of the Bible alone will make any person
a master of literature. Certain it is that the Bi ble and Shakespeare
constitute an epitone of the essentials of know edge. Shakespeare
gathered the fruitage of all who went before him he has sown the seeds
for all who shall ever cone after him He was the great intellectual
ocean whose waves touch the continents of all thought.

Books are cheap now a-days, the greatest works, thanks to the printing
press, are within the reach of all, and the nore you read, the better,
provided they are worth reading. Sonetines a man takes poison into his
system unconsci ous of the fact that it is poison, as in the case of
certain foods, and it is very hard to throw off its effects. Therefore,
be careful in your choice of reading matter. |If you cannot afford a full

| i brary, and as has been said, such is not necessary, select a few of the
great works of the master mnds, assinmlate and digest them so that they
wi Il be of advantage to your literary system Elsewhere in this volune is
given a list of sone of the world's masterpi eces fromwhich you can nake
a sel ection.

Your brain is a storehouse, don't put useless furniture into it to crowd
it to the exclusion of what is useful. Lay up only the val uable and
servi ceabl e kind which you can call into requisition at any nonent.

As it is necessary to study the best authors in order to be a witer, so
It is necessary to study the best speakers in order to talk with
correctness and in good style. To talk rightly you nust imtate the
masters of oral speech. Listen to the best conversationalists and how

t hey express thenselves. Go to hear the |eading | ectures, speeches and
sernons. No need to imtate the gestures of elocution, it is nature, not



art, that nakes the elocutionist and the orator. It is not how a
speaker expresses hinself but the |anguage whi ch he uses and the nmanner
of its use which should interest you. Have you heard the present day
masters of speech? There have been past tine masters but their tongues
are stilled in the dust of the grave, and you can only read their

el oquence now. You can, however, listen to the charmof the living. To
many of us voices still speak fromthe grave, voices to which we have

| i stened when fired wwth the divine essence of speech. Perhaps you have
hung with rapture on the words of Beecher and Tal mnage. Both thrilled the
soul s of nmen and won countl ess thousands over to a |living gospel. Both
were masters of words, they scattered the flowers of rhetoric on the
shrine of eloquence and hurl ed veritable bouquets at their audi ences

whi ch were eagerly seized by the latter and treasured in the storehouse
of menory. Both were schol ars and phil osophers, yet they were far surpassed
by Spurgeon, a plain man of the people with little or no claimto
education in the nodern sense of the word. Spurgeon by his speech
attracted thousands to his Tabernacle. The Protestant and Catholic, Turk,
Jew and Mbhamedan rushed to hear himand |istened, entranced, to his

| anguage. Such anot her was Dwi ght L. Mody, the greatest Evangelist the
wor| d has ever known. Mdody was not a man of | earning; he commenced life
as a shoe sal esman in Chicago, yet no man ever |ived who drew such

audi ences and so fascinated themw th the spell of his speech. "Oh, that
was personal magnetism” you will say, but it was nothing of the kind. It
was the burning words that fell fromthe |ips of these nen, and the way,
t he manner, the force with which they used those words that counted and
attracted the crowds to listen unto them Personal nagneti sm or personal
appear ance entered not as factors into their success. Indeed as far as
physi que were concerned, sone of them were handi capped. Spurgeon was a
short, podgy, fat little man, Moody was |like a country farnmer, Talnage in
his big cloak was one of the nost slovenly of nen and only Beecher was
passable in the way of refinenent and gentl emanly bearing. Physi cal
appearance, as so many think, is not the sesane to the interest of an
audi ence. Daniel O Connell, the Irish tribune, was a honely, ugly,
awkwar d, ungainly man, yet his words attracted mllions to his side and
gained for himthe hostile ear of the British Parlianent, he was a naster
of verbiage and knew just what to say to captivate his audi ences.

It is words and their placing that count on alnost all occasions. No
matter how refined in other respects the person may be, if he use words
wrongly and express hinmself in | anguage not in accordance with a proper
construction, he wll repel you, whereas the nman who places his words
correctly and enpl oys | anguage in harnony wwth the [ aws of good speech,



| et himbe ever so hunble, wll attract and have an influence over you.

The good speaker, the correct speaker, is always able to command
attention and doors are thrown open to himwhich remain closed to others
not equi pped with a like facility of expression. The man who can talk
well and to the point need never fear to go idle. He is required in
nearly every walk of life and field of human endeavor, the world wants
hi mat every turn. Enployers are constantly on the | ookout for good

tal kers, those who are able to attract the public and convince others by
the force of their |anguage. A man may be abl e, educated, refined, of
unbl em shed character, nevertheless if he |ack the power to express

hi msel f, put forth his views in good and appropriate speech he has to
take a back seat, while sone one with nuch Iess ability gets the
opportunity to cone to the front because he can clothe his ideas in ready
words and talk effectively.

You may again say that nature, not art, makes a man a fluent speaker; to
a great degree this is true, but it is _art_that makes hima _correct
speaker, and correctness | eads to fluency. It is possible for everyone to
becone a correct speaker if he will but persevere and take a little pains
and care.

At the risk of repetition good advice may be here enphasi zed: Listen to
t he best speakers and note carefully the words which inpress you nost.
Keep a notebook and j ot down words, phrases, sentences that are in any
way striking or out of the ordlnary run. |If you do not understand the
exact neaning of a word you have heard, look it up in the dictionary.
There are many words, called synonyns, which have al nost a |ike
signification, nevertheless, when exam ned they express different shades
of meaning and in sone cases, instead of being close related, are w dely
di vergent. Beware of such words, find their exact neaning and learn to
use themin their right places.

Be open to criticism don't resent it but rather invite it and | ook upon

those as friends who point out your defects in order that you may renedy
t hem

CHAPTER XI



SLANG

Origin--Anerican Sl ang--Forei gn Sl ang

Slang is nore or less common in nearly all ranks of society and in every
wal k of life at the present day. Sl ang words and expressi ons have crept

I nto our everyday | anguage, and so insiduously, that they have not been
detected by the great nmajority of speakers, and so have becone part and
parcel of their vocabulary on an equal footing with the legitimte words
of speech. They are called upon to do simlar service as the ordinary
wor ds used in everyday conversation--to express thoughts and desires and
convey neaning fromone to another. In fact, in sone cases, slang has
becone so useful that it has far outstripped classic speech and nade for
itself such a position in the vernacular that it would be very hard in
sone cases to get along without it. Slang words have usurped the place of
regul ar words of | anguage in very many instances and reign suprene in
their own strength and infl uence.

Cant and slang are often confused in the popular mnd, yet they are not
synonynous, though very closely allied, and proceeding froma conmon
Gypsy origin. Cant is the | anguage of a certain class--the peculiar
phraseol ogy or dialect of a certain craft, trade or profession, and is
not readily understood save by the initiated of such craft, trade or
profession. It may be correct, according to the rules of grammar, but it
Is not universal; it is confined to certain parts and localities and is
only intelligible to those for whomit is intended. In short, it is an
esoteric | anguage which only the initiated can understand. The jargon, or
patter, of thieves is cant and it is only understood by thieves who have
been let into its significance; the initiated | anguage of professional
ganblers is cant, and is only intelligible to ganblers.

On the other hand, slang, as it is nowadays, belongs to no particular class
but is scattered all over and gets entre_into every kind of society and

I s understood by all where it passes current in everyday expression. O
course, the nature of the slang, to a great extent, depends upon the

| ocality, as it chiefly is concerned with colloquialisns or words and
phrases common to a particular section. For instance, the slang of London
is slightly different fromthat of New York, and sone words in the one city
may be unintelligible in the other, though well understood in that in which
they are current. Nevertheless, slang may be said to be universally
understood. "To kick the bucket,"” "to cross the Jordan," "to hop the tw g"



are just as expressive of the departing fromlife in the backwoods of
Anerica or the wilds of Australia as they are in London or Dublin.

Sl ang sinply consists of words and phrases which pass current but are not
refined, nor elegant enough, to be admtted into polite speech or

| iterature whenever they are recogni zed as such. But, as has been said, a
great many use slang without their knowing it as slang and incorporate it
into their everyday speech and conversati on.

Sone aut hors purposely use slang to give enphasis and spice in famliar and
hunorous writing, but they should not be imtated by the tyro. A naster,
such as Dickens, is forgivable, but in the novice it is unpardonabl e.

There are several kinds of slang attached to different professions and

cl asses of society. For instance, there is college slang, political

sl ang, sporting slang, etc. It is the nature of slang to circulate freely
anong all classes, yet there are several kinds of this current form of

| anguage corresponding to the several classes of society. The two great

di vi sions of slang are the vulgar of the uneducated and coarse-m nded,
and the high-toned slang of the so-call ed upper classes--the educated and
t he weal thy. The hoyden of the gutter does not use the sane slang as ny

| ady in her boudoir, but both use it, and so expressive is it that the
one mght readily understand the other if brought in contact. Therefore,
there are what nmay be styled an ignorant slang and an educated sl ang--the
one common to the purlieus and the alleys, the other to the parlor and

t he draw ng-room

In all cases the object of slang is to express an idea in a nore vigorous,
pi quant and terse manner than standard usage ordinarily admts. A school
girl, when she wants to praise a baby, exclains: "Ch, isn't he awfully
cute!" To say that he is very nice would be too weak a way to express her
adm ration. When a handsone girl appears on the street an enthusiastic
mascul ine admrer, to express his appreciation of her beauty, tells you:
"She is a peach, a bird, a cuckoo,"” any of which accentuates his
estimati on of the young lady and is nmuch nore enphatic than saying: "She
is a beautiful girl," "a handsone naiden," or "lovely young wonan."

When a politician defeats his rival he will tell you "it was a cinch," he
had a "wal k-over," to inpress you how easy it was to gain the victory.

Sonme sl ang expressions are of the nature of netaphors and are highly
figurative. Such are "to pass in your checks," "to hold up,” "to pull the



wool over your eyes," "to talk through your hat," "to fire out,"” "to go
back on," "to nmake yourself solid with,"” "to have a jag on," "to be

| oaded, " "to freeze on to," "to bark up the wong tree,” "don't nonkey
wth the buzz-saw," and "in the soup." Mst slang had a bad origin. The
greater part originated in the cant of thieves' Latin, but it broke away
fromthis cant of malefactors in tine and gradually evolved itself from
i ts unsavory past until it developed into a current form of expressive
speech. Sone slang, however, can trace its origin back to very
respect abl e sources.

"Stolen fruits are sweet" may be traced to the Bible in sentinent.

Proverbs, ix:17 has it: "Stolen waters are sweet." "What are you giving
me, " supposed to be a thorough Anericanism is based upon Genesi s,
XXXviii:16. The common slang, "a bad man," in referring to Western

desperadoes, in alnost the identical sense now used, is found in
Spenser's Faerie Queen_, Massinger's play "A REMIVﬁy to Pay Add
Debts, " and in Shakespeare's _"King Henry VIIl _." The expression "to
bl ow on," neaning to |nforn1 is in Shakespeare's "As You Like it _."
"It's all Greek to me" is traceable to the play of _"Julius Caesar

"All cry and no wool" is in Butler's "Hudibras " "Pious f rauds,
meani ng hypocrites, is fromthe sane source. "Too thin, referring to an
excuse, is fromSnollett's " Peregrine Pickle ." Shakespeare al so used

i t.

Anmerica has had a |arge share in contributing to nodern slang. "The

heat hen Chinee," and "Ways that are dark, and tricks that are vain," are
fromBret Harte's Truthful James . "Not for Joe," arose during the G vil
War when one soldier refused to give a drink to another. "Not if | know
nyself" had its origin in Chicago. "What's the matter with----? He's all
right,"” had its beginning in Chicago also and first was "What's the
matter wth Hannah." referring to a |l azy donestic servant. "There's
mllions init," and "By a Iarge najority cone frontNhrk Twain's G| ded

Age . "Pull domn your vest, jlﬁ}jaﬁB " got 'entbad "that's what's
the matter," "go hire a haII " "take in your sign " dry up, " "hunp
yoursel f," "it's the man around t he cor ner," putting up a job," "put a
head on him" "no back talk," "bottomdollar," "went off on his ear,
"chalk it down," "staving himoff," "making i t warm " "dropping him
gently," "dead gone," "busted," "counter junper," "put up or shut up,"
"bang up," "smart Aleck," "too nuch jaw," "chin-nusic," "top heavy,"
"barefooted on the top of the head," "a little too fresh," "chanpion
liar," "chief cook and bottle washer," "bag and baggage," "as fine as

silk," "nanme your poison," "died wwth his boots on," "old hoss," "hunkey



dorey," "hold your horses," "galoot" and many others in use at present
are all Americanisns in slang.

California especially has been nost fecund in this class of figurative
| anguage. To this State we owe "go off and die," "don't you forget it,"

"rough deal ," "square deal," "flush tines," "pool your issues," "go bury
yoursel f," "go drown yourself," "give your tongue a vacation," "a bad
egg," "go clinb a tree," "plug hats," "Dolly Vardens," "well fixed,"
"down to bed rock," "hard pan," "pay dirt," "petered out," "it won't
wash," "slug of whiskey," "it pans out well,” and "I should smle."
"Smal | potatoes, and fewin the hill," "soft snap," "all fired," "gol

durn it,” "an up-hill job," "slick," "short cut," "guess not," "correct
t hing" are Bostonisns. The terns "innocent," "acknow edge the corn,"

"bark up the wong tree," "great snakes," "I reckon," "playing 'possum"
"dead shot,"” had their origin in the Southern States. "Doggone it," "that
beats the Dutch," "you bet," "you bet your boots," sprang from New YorKk.

"Step down and out" originated in the Beecher trial, just as
"brain-storm' originated in the Thaw trial.

Anong the sl ang phrases that have cone directly to us from Engl and nmay be
mentioned "throw up the sponge,” "draw it mld," "give us a rest," "dead
beat," "on the shelf,"” "up the spout,"” "stunning," "gift of the gab,"

et c.

The newspapers are responsible for a large part of the slang. Reporters,
staff witers, and even editors, put words and phrases into the nouths of
I ndi vi dual s which they never utter. New York is supposed to be the
headquarters of slang, particularly that portion of it known as the
Bowery. All transgressions and corruptions of |anguage are supposed to
originate in that unclassic section, while the truth is that the | aws of
polite English are as nuch violated on Fifth Avenue. O course, the
foreign elenment mncing their "pidgin" English have given the Bowery an
unenvi abl e reputation, but there are just as good speakers of the
vernacul ar on the Bowery as el sewhere in the greater city. Yet every

| nexperi enced newspaper reporter thinks that it is incunbent on himto
hold the Bowery up to ridicule and | aughter, so he sits down, and out of
his circunscribed brain, nutilates the English tongue (he can rarely coin
a word), and blanes the nutilation on the Bowery.

'"Tis the sanme with newspapers and authors, too, detracting the Irish
race. Men and wonen who have never seen the green hills of Ireland, paint
| rish characters as boors and bl underers and nake them say | udi crous



t hi ngs and use such | anguage as is never heard within the four walls of
Ireland. 'Tis very well known that Ireland is the nost |earned country on
the face of the earth--is, and has been. The school master has been abroad
there for hundreds, al nost thousands, of years, and nowhere else in the
world to-day is the king's English spoken so purely as in the cities and
towns of the little Western Isle.

Current events, happenings of everyday life, often give rise to slang

wor ds, and these after a tine, cone into such general use that they take
their places in everyday speech | i ke ordinary words and, as has been
said, their users forget that they once were slang. For instance, the
days of the Land League in Ireland originated the word _boycott , which
was the nane of a very unpopul ar | andlord, Captain Boycott. The peopl e
refused to work for him and his crops rotted on the ground. Fromthis
time any one who cane into disfavor and whom hi s nei ghbors refused to
assist in any way was said to be boycotted. Therefore to boycott neans to
puni sh by abandoni ng or depriving a person of the assistance of others.

At first it was a notoriously slang word, but nowit is standard in the
English dictionaries.

Politics add to our slang words and phrases. Fromthis source we get

"dark horse,"” "the gray mare is the better horse," "barrel of noney,"
"bunconbe," "gerrymander," "scal awag," "henchman," "logrolling," "pulling
the wires," "taking the stunp,” "machine," "slate," etc.

The noney market furnishes us wwth "corner,” "bull," "bear," "lanb,"

"slunp, " and several others.

The custom of the tines and the requirenents of current expression require
the best of us to use slang words and phrases on occasions. Oten we do
not know they are slang, just as a child often uses profane words w thout
consci ousness of their being so. W should avoid the use of slang as nuch
as possible, even when it serves to convey our ideas in a forceful

manner. And when it has not gained a firmfoothold in current speech it
shoul d be used not at all. Renenber that nost all slang is of vul gar
origin and bears upon its face the bend sinister of vulgarity. O the
slang that is of good birth, pass it by if you can, for it is like a

br oken-down gentleman, of little good to any one. Inmtate the great
masters as nuch as you will in classical literature, but when it cones to
their slang, draw the line. Dean Swift, the great Irish satirist, coined
the word "phiz" for face. Don't imtate him If you are speaking or
witing of the beauty of a lady's face don't call it her "phiz." The



Dean, as an intellectual giant, had a license to do so--you haven't.
Shakespeare used the word "flush" to indicate plenty of noney. Well, just
remenber there was only one Shakespeare, and he was the only one that had
aright to use that word in that sense. You'll never be a Shakespeare,
there will never be such another--Nature exhausted herself in producing
him Bulwer used the word "stretch" for hang, as to stretch his neck.
Don't follow his exanple in such use of the word. Above all, avoid the

| ow, coarse, vulgar slang, which is nade to pass for wit anong the
riff-raff of the street. If you are speaking or witing of a person
having died | ast night don't say or wite: "He hopped the twig," or "he
ki cked the bucket."” If you are conpelled to listen to a person di scoursing
on a subject of which he knows little or nothing, don't say "He is

tal king through his hat." If you are telling of having shaken hands w th
M. Roosevelt don't say "He tipped ne his flipper." If you are speaking
of a wealthy man don't say "He has plenty of spondulix," or "the |ong
green." All such slang is low, coarse and vulgar and is to be frowned
upon on any and every occasi on.

| f you use slang use the refined kind and use it |ike a gentleman, that
it wll not hurt or give offense to any one. Cardi nal Newran defined a
gentl eman as he who never inflicts pain. Be a gentleman in your slang--
never inflict pain.

CHAPTER XI |
VRI TI NG FOR NEWSPAPERS

Qual i fication--Appropriate Subjects--Di rections

The newspaper nowadays goes into every hone in the |and; what was
formerly regarded as a luxury is now | ooked upon as a necessity. No
matter how poor the individual, he is not too poor to afford a penny to

| earn, not al one what is taking place around himin his own i medi ate
vicinity, but also what is happening in every quarter of the gl obe. The

| aborer on the street can be as well posted on the news of the day as the
banker in his office. Through the newspaper he can feel the pulse of the
country and find whether its vitality is increasing or dimnishing; he
can read the signs of the tinmes and scan the political horizon for what



concerns his own interests. The doings of foreign countries are spread
before hi mand he can see at a glance the occurrences in the renotest
corners of earth. If a fire occurred in London |ast night he can read
about it at his breakfast table in New York this norning, and probably
get a better account than the Londoners thenselves. If a duel takes place
in Paris he can read all about it even before the contestants have | eft
the field.

There are upwards of 3,000 daily newspapers in the United States, nore
than 2,000 of which are published in towns containing | ess than 100, 000
I nhabitants. In fact, nmany places of |ess than 10, 000 popul ati on can
boast the publishing of a daily newspaper. There are nore than 15, 000
weekl i es published. Sonme of the so-called country papers weld quite an
i nfluence in their localities, and even outside, and are noney-naki ng
agencies for their owers and those connected wwth them both by way of
circulation and advertisenents.

It is surprising the nunber of people in this country who nmake a |iving

in the newspaper field. Apart fromthe regular toilers there are thousands
of men and wonmen who nmake newspaper work a side issue, who add tidy suns
of "pin noney" to their inconmes by occasional contributions to the daily,
weekly and nonthly press. Most of these people are only persons of

ordi nary, everyday ability, having just enough education to express

t hensel ves intelligently in witing.

It is a mstake to i nmagi ne, as so nany do, that an extended education is
necessary for newspaper work. Not at all! On the contrary, in sonme cases,
a high-class education is a hindrance, not a help in this direction. The
general newspaper does not want | earned disquisitions nor philosophical
theses; as its nane inplies, it wants news, current news, interesting
news, sonething to appeal to its readers, to arouse themand rivet their
attention. In this respect very often a boy can wite a better article
than a col |l ege professor. The professor would be apt to use words beyond
the capacity of nost of the readers, while the boy, not know ng such

wor ds, would probably sinply tell what he saw, how great the danage was,
who were killed or injured, etc., and use |anguage which all would
under st and.

O course, there are sone brilliant scholars, deeply-read nen and wonen
in the newspaper realm but, on the whole, those who have nade the
great est nanes commenced i gnorant enough and nost of them graduated by
way of the country paper. Sone of the leading witers of England and



America at the present tine started their literary careers by contri buting
to the rural press. They perfected and polished thensel ves as they went

al ong until they were able to nake nanes for thenselves in universal
literature.

| f you want to contribute to newspapers or enter the newspaper field as a
nmeans of livelihood, don't et lack of a college or university education
stand in your way. As has been said elsewhere in this book, sone of the
greatest masters of English literature were nen who had but little
advantage in the way of book | earning. Shakespeare, Bunyan, Burns, and
scores of others, who have left their nanes indelibly inscribed on the
tablets of fane, had little to boast of in the way of book education, but

t hey had what is popularly known as "horse" sense and a good wor ki ng

know edge of the world; in other words, they understood human nature, and
were natural thensel ves. Shakespeare understood nmanki nd because he was

hi nself a man; hence he has portrayed the feelings, the enotions, the
passions with a master's touch, delineating the king in his palace as true
to nature as he has done the peasant in his hut. The nonitor within his own
breast gave himwarning as to what was right and what was wong, just as

t he daenon ever by the side of old Socrates whispered in his ear the course
to pursue under any and all circunstances. Burns guiding the plough

concei ved thoughts and clothed themin a | anguage whi ch has never, nor
probably never wll be, surpassed by all the |earning which art can confer.
These nen were natural, and it was the perfection of this naturality that
wreat hed their brows with the never-fading |aurels of undying fane.

| f you would essay to wite for the newspaper you nust be natural and
express yourself in your accustoned way w thout putting on airs or

frills; you nust not ape ornanents and i ndul ge in bonbast or rhodonontade
which stanp a witer as not only superficial but silly. There is no room
for such in the everyday newspaper. It wants facts stated in plain,
unvar ni shed, unadorned | anguage. True, you should read the best authors
and, as far as possible, imtate their style, but don't try to literally
copy them Be yourself on every occasion--no one el se.

Not |ike Honer would | wite,
Not |ike Dante if | m ght,

Not |i ke Shakespeare at his best,
Not |i ke CGoethe or the rest,

Li ke nysel f, however snall,

Li ke nmyself, or not at all.



Put yourself in place of the reader and wite what will interest yourself
and in such a way that your |anguage wll appeal to your own ideas of the
fitness of things. You belong to the _great_ commonpl ace mgjority,
therefore don't forget that in witing for the newspapers you are witing
for that majority and not for the |l earned and aesthetic mnority.

Renenber you are witing for the man on the street and in the street car,
you want to interest him to conpel himto read what you have to say. He
does not want a display of |earning; he wants news about sonething which
concerns hinself, and you nmust tell it to himin a plain, sinple manner
just as you would do if you were face to face with him

What can you wite about? Wiy about anything that will constitute current
news, sone |eading event of the day, anything that will appeal to the
readers of the paper to which you wish to submt it. No matter in what

| ocality you may live, however backward it nay be, you can always find
sonet hi ng of genui ne human interest to others. If there is no news
happeni ng, wite of sonething that appeals to yourself. W are all
constituted alike, and the chances are that what will interest you wl|l

i nterest others. Descriptions of adventure are generally acceptable. Tell
of a fox hunt, or a badger hunt, or a bear chase.

|f there is any inportant manufacturing plant in your nei ghborhood
describe it and, if possible, get photographs, for photography pl ays a
very inportant part in the news itens of to-day. If a "great" man |ives
near you, one whose nane is on the tip of every tongue, go and get an
interview wth him obtain his views on the public questions of the day,
describe his honme |ife and his surroundi ngs and how he spends his tine.

Try and stri ke sonething germane to the nonent, sonething that stands out
prom nently in the linelight of the passing show. |f a noted per sonage,
sone fanobus man or wonman, is visiting the country, it is a good tine to
wite up the place from whi ch he or she conmes and the record he or she has
made there. For instance, it was opportune to wite of Sulu and the little
Paci fic archi pelago during the Sultan's trip through the country. If an
attenpt is made to blow up an Anerican battl eship, say, in the harbor of
Appia, in Sanpa, it affords a chance to wite about Sanpba and Robert Louis
St ephenson. When Manuel was hurled fromthe throne of Portugal it was a
ripe time to wite of Portugal and Portuguese affairs. If any great
occurrence is taking place in a foreign country such as the crowning of a
ki ng or the dethronenent of a nonarch, it is a good tine to wite up the
hi story of the country and describe the events |leading up to the main



| ssue. When a particularly savage out break occurs anongst wild tribes in

t he dependencies, such as a rising of the Manobos in the Philippines, it is
opportune to wite of such tribes and their surroundi ngs, and the causes

| eading up to the revolt.

Be constantly on the | ookout for sonmething that wll suit the passing
hour, read the daily papers and probably in sonme obscure corner you nay
find something that will serve you as a foundation for a good article--
sonething, at least, that will give you a cl ue.

Be circunspect in your selection of a paper to which to submt your copy.
Know t he tone and general inport of the paper, its social |eanings and
political affiliations, also its religious sentinents, and, in fact, all
the particulars you can regarding it. It would be injudicious for you to
send an article on a prize fight to a religious paper or, _vice versa_,
an account of a church neeting to the editor of a sporting sheet.

| f you get your copy back don't be di sappoi nted nor yet disheartened.

Per severance counts nore in the newspaper field than anywhere el se, and
only perseverance wins in the long run. You nust becone resilient; if you
are pressed down, spring up again. No matter how many rebuffs you may
recei ve, be not discouraged but call fresh energy to your assistance and
make anot her stand. If the right stuff is in you it is sure to be

di scovered; your light will not remain |ong hidden under a bushel in the
newspaper domain. |If you can deliver the goods editors wll soon be
beggi ng you instead of your begging them Those nen are constantly on the
| ookout for persons who can nmake good.

Once you get into print the battle is won, for it wll be an incentive to
you to persevere and inprove yourself at every turn. Go over everything
you wite, cut and slash and prune until you get it into as perfect form
as possible. Elimnate every superfluous word and be careful to strike
out all anbi guous expressions and references.

|f you are witing for a weekly paper renenber it differs froma daily

one. Weeklies want what will not alone interest the nman on the street,

but the woman at the fireside; they want out-of-the-way facts, curious
scraps of |ore, personal notes of fanmpbus or eccentric people, remniscences
of exciting experiences, interesting gleanings in life's nunberl ess
by-ways, in short, anything that will entertain, anuse, instruct the hone
circle. There is always sonething occurring in your inmmediate surroundi ngs,
sone curious event or thrilling episode that will furnish you with data



for an article. You nust know the nature of the weekly to which you

submt your copy the sane as you nust know the daily. For instance, the
_Christian Herald , while avowedly a religious weekly, treats such secul ar
matter as makes the paper appeal to all. On its religious side it is
_non-sectarian_, covering the broad field of Christianity throughout the
world; on its secular side it deals with human events in such an inparti al
way that every one, no matter to what class they may bel ong or to what
creed they may subscribe, can take a |living, personal interest.

The nonthlies offer another attractive field for the literary aspirant.
Here, again, don't think you nust be an university professor to wite for a
nont hl y nmagazi ne. Many, indeed nost, of the forenost nagazi ne contributors
are nen and wonen who have never passed through a coll ege except by going
in at the front door and energing fromthe back one. However, for the nost
part, they are individuals of w de experience who know the practical side
of life as distinguished fromthe theoretical.

The ordinary nonthly nmagazine treats of the | eading questions and issues
whi ch are engaging the attention of the world for the nonent, great

| nventions, great discoveries, whatever is engrossing the popular mnd
for the tinme being, such as flying nmachi nes, battleships, sky-scrapers,

t he opening of mnes, the devel opnent of new | ands, the political issues,
views of party |leaders, character sketches of distinguished personages,
etc. However, before trying your skill for a nonthly magazine it would be
well for you to have a good apprenticeship in witing for the daily
press.

Above all things, renenber that perseverance is the key that opens the
door of success. Persevere! If you are turned down don't get

di sheartened; on the contrary, let the rebuff act as a stinulant to
further effort. Many of the nost successful witers of our tine have been
turned down again and agai n. For days and nonths, and even years, sone of
t hem have hawked their wares fromone literary door to another until they
found a purchaser. You may be a great witer in enbryo, but you wll

never develop into a fetus, not to speak of full maturity, unless you
bring out what is in you. Gve yourself a chance to grow and sei ze upon
everything that will enlarge the scope of your horizon. Keep your eyes

w de open and there is not a nonent of the day in which you will not see
sonething to interest you and in which you nay be able to interest

others. Learn, too, how to read Nature's book. There's a |lesson in
everything--in the stones, the grass, the trees, the babbling brooks and
the singing birds. Interpret the |Ilesson for yourself, then teach it to



others. Always be in earnest in your witing; go about it in a determ ned
kind of way, don't be faint-hearted or backward, be brave, be brave, and
evernore be brave.

On the wde, tented field in the battle of |ife,
Wth an arny of mllions before you;

Li ke a hero of old gird your soul for the strife
And | et not the foeman tranp o' er you,;

Act, act like a soldier and proudly rush on
The npost valiant in Bravery's van,

Wth keen, flashing sword cut your way to the front
And show to the world you're a _Man_.

| f you are of the masculine gender be a man in all things in the highest
and best acceptation of the word. That is the noblest title you can
boast, higher far than that of earl or duke, enperor or king. In the sane
way wonmanhood is the grandest crown the fem nine head can wear. Wen the
worl d frowns on you and everything seens to go wong, possess your soul

i n pati ence and hope for the dawn of a brighter day. It will cone. The
sun i s always shining behind the darkest clouds. When you get your
manuscri pts back again and again, don't despair, nor think the editor
cruel and unkind. He, too, has troubles of his own. Keep up your spirits
until you have nade the final test and put your talents to a | ast analysis,
then if you find you cannot get into print be sure that newspaper witing
or literary work is not your forte , and turn to sonething else. If
not hi ng better presents itself, try shoenaklng or digging ditches.
Renmenber honest | abor, no mat t er how hunbl e, is ever dignified. If you
are a woman throw asi de the pen, sit down and dar n your brother's, your
father's, or your husband's socks, or put on a calico apron, take soap
and water and scrub the floor. No matter who you are do sonet hing useful.
That ol d sophistry about the world ow ng you a |living has been expl oded

| ong ago. The world does not owe you a living, but you owe it servitude,
and if you do not pay the debt you are not serving the purpose of an
all-wi se Providence and filling the place for which you were created. It
Is for you to serve the world, to nake it better, brighter, higher, holier,
grander, nobler, richer, for your having lived in it. This you can do in
no matter what position fortune has cast you, whether it be that of
street | aborer or president. Fight the good fight and gain the victory.

"Above all, to thine own self be true,
And 'twill follow as the night the
day, Thou canst not then be false to any man."



CHAPTER XI | |
CHO CE OF WORDS
Smal | Wbrds--Their |nportance--The Angl o- Saxon El enent

| n another place in this book advice has been given to never use a |long
word when a short one will serve the sane purpose. This advice is to be
enphasi zed. Wrds of "learned | ength and thundering sound" shoul d be

avoi ded on all possible occasions. They procl ai mshall owness of intellect
and vanity of mnd. The great purists, the masters of diction, the

exenpl ars of style, used short, sinple words that all could understand;
wor ds about which there could be no anbiguity as to neaning. It nust be
renmenbered that by our words we teach others; therefore, a very great
responsibility rests upon us in regard to the use of a right |anguage. W
must take care that we think and speak in a way so clear that there may
be no m sapprehensi on or danger of conveying wong inpressions by vague
and m sty ideas enunciated in terns which are liable to be m sunderstood
by those whom we address. Wrds give a body or formto our ideas, wthout
which they are apt to be so foggy that we do not see where they are weak
or false. W nust nake the endeavor to enploy such words as wll put the
i dea we have in our own mnd into the mnd of another. This is the
greatest art in the world--to clothe our ideas in words clear and
conprehensive to the intelligence of others. It is the art which the
teacher, the mnister, the | awer, the orator, the business man, nust
master if they would command success in their various fields of endeavor.
It is very hard to convey an idea to, and inpress it on, another when he
has but a faint conception of the |anguage in which the idea is expressed;
but it is inpossible to convey it at all when the words in which it is
clothed are unintelligible to the |listener.

| f we address an audi ence of ordinary nen and wonen in the English

| anguage, but use such words as they cannot conprehend, we m ght as well
speak to themin Coptic or Chinese, for they will derive no benefit from
our address, inasmuch as the ideas we wish to convey are expressed in
wor ds whi ch communi cate no intelligent nmeaning to their m nds.



Long words, |earned words, words directly derived from ot her | anguages
are only understood by those who have had the advantages of an extended
education. Al have not had such advantages. The great nmajority in this
grand and gl orious country of ours have to hustle for a living from an
early age. Though education is free, and conpul sory al so, very nmany never
get further than the "Three R s." These are the nen with whom we have to
deal nost in the arena of life, the nen with the horny palns and the iron
muscl es, the men who build our houses, construct our railroads, drive our
street cars and trains, till our fields, harvest our crops--in a word,
the nen who formthe foundation of all society, the nen on whomthe world
depends to nake its wheels go round. The | anguage of the colleges and

uni versities is not for themand they can get along very well wthout it;
t hey have no need for it at all in their respective callings. The plain,
sinple words of everyday life, to which the common peopl e have been used
around their own firesides fromchil dhood, are the words we nust use in
our dealings with them

Such words are understood by them and understood by the | earned as wel|;
why then not use themuniversally and all the tinme? Wy nmake a one-si ded
affair of |anguage by using words which only one class of the people, the
so-call ed | earned cl ass, can understand? Wuld it not be better to use,
on all occasions, |anguage which the both classes can understand? If we
take the trouble to investigate we shall find that the nmen who exerted
the greatest sway over the nmasses and the nultitude as orators, |awers,
preachers and in other public capacities, were nen who used very sinple

| anguage. Dani el Webster was anong the greatest orators this country has
produced. He touched the hearts of senates and assenbl ages, of nen and
wonmen with the burning el oguence of his words. He never used a | ong word
when he coul d convey the sane, or nearly the sane, neaning with a short
one. Wien he nade a speech he always told those who put it in formfor
the press to strike out every long word. Study his speeches, go over all
he ever said or wote, and you will find that his | anguage was al ways
made up of short, clear, strong terns, although at tines, for the sake of
sound and oratorical effect, he was conpelled to use a rather |ong word,
but it was always against his inclination to do so, and where was the nman
who could paint, with words, as Wbster painted! He could picture things
in a way so clear that those who heard himfelt that they had seen that
of which he spoke.

Abr aham Li ncol n was another who stirred the souls of nen, yet he was not
an orator, not a scholar; he did not wite MA. or Ph.D. after his nane,
or any other college degree, for he had none. He graduated fromthe



Uni versity of Hard Knocks, and he never forgot this severe Al na Mater
when he becane President of the United States. He was just as plain, |
just as hunble, as in the days when he split rails or plied a boat on the
Sanganon. He did not use big words, but he used the words of the people,
and in such a way as to nake t hem beauti ful . His Gettysburg address is an
English classic, one of the great masterpi eces of the | anguage.

Fromthe nere fact that a word is short it does not followthat it is

al ways clear, but it is true that nearly all clear words are short, and
that nost of the | ong words, especially those which we get from ot her

| anguages, are m sunderstood to a great extent by the ordinary rank and
file of the people. Indeed, it is to be doubted if sone of the "schol ars"
using them fully understand their inport on occasions. A great nany such
words admt of several interpretations. A wrd has to be in use a great
deal before people get thoroughly famliar with its neani ng. Long words,
not al one obscure thought and nake the ideas hazy, but at tinmes they tend
to mx up things in such a way that positively harnful results foll ow
fromtheir use.

For instance, crinme can be so covered with the folds of |ong words as to
give it a different appearance. Even the hideousness of sin can be cl oaked
Wi th such words until its outlines ook |ike a thing of beauty. Wen a bank
cashier nmakes off with a hundred thousand dollars we politely termhis
crime _defalcation_instead of plain _theft , and instead of calling
himself a thief we grandiosely allude to himas a _defaulter . Wen we
see a weal thy nman staggering along a fashionable t hor oughf are under the

i nfl uence of alcohol, waving his arns in the air and shouting boi sterously,
we smle and say, poor gentl eman, he is sonmewhat _exhilarated ; or at worst
we say, he is slightly inebriated_; but when we see a poor nman who has
fallen fromgrace by putting an "eneny into his nmouth to steal away his
brai n" we express our indignation in the si npl e | anguage of the words:
"Look at the wetch; he is dead drunk.

When we find a person in downright [ying we cover the fal sehood with the
finely-spun cloak of the word _prevarication_ . Shakespeare says, "a rose
by any other nanme would snell as sweet," and by a simlar sequence, a
lie, no matter by what name you may call it, is always a |lie and should
be condemmed; then why not sinply call it a lie? Mean what you say and
say what you nean; call a spade a spade, it is the best termyou can
apply to the inplenent.

When you try to use short words and shun long ones in a little while you



will find that you can do so with ease. A farnmer was show ng a horse to a
city-bred gentleman. The animal was led into a paddock in which an old
sow pig was rooting. "Wiat a fine quadruped!" exclained the city man.

"Which of the two do you nean, the pig or the horse?" queried the farner,
"for, in ny opinion, both of themare fine quadrupeds.™

O course the visitor neant the horse, so it would have been nmuch better
had he called the animal by its sinple; ordinary nane--, there would have
been no roomfor anbiguity in his remark. He profited, however, by the

I nci dent, and never called a horse a quadruped agai n.

Most of the small words, the sinple words, the beautiful words which
express so much within small bounds belong to the pure Angl o- Saxon el enent
of our | anguage. This el enent has given nanes to the heavenly bodies, the
sun, noon and stars; to three out of the four elenents, earth, fire and
water; three out of the four seasons, spring, summer and winter. Its sinple
words are applied to all the natural divisions of tine, except one, as day,
ni ght, norning, evening, twlight, noon, m d-day, nldnlght, sunri se and

sunset. The nanes of light, heat, cold, frost, rain, snow, hail, sleet,
t hunder, lightning, as well as alnost all those objects which formthe
conponent parts of the beautiful, as expressed in external scenery, such as
sea and land, hill and dale, wood and stream etc., are Angl o-Saxon. To

this sane | anguage we are indebted for those words which express the
earliest and dearest connections, and the strongest and nost powerful
feelings of Nature, and which, as a consequence, are interwoven wth the
f ondest and nost hal |l owed associ ations. O such words are father, nother,
husband, w fe, brother, sister, son, daughter, child, hone, kindred,
friend, hearth, roof and fireside.

The chief enotions of which we are susceptible are expressed in the sane
| anguage--1ove, hope, fear, sorrow, shanme, and also the outward signs by
whi ch these enotions are indicated, as tear, smle, laugh, blush, weep,
sigh, groan. Nearly all our national proverbs are Angl o- Saxon. Al npost all
the terns and phrases by which we nobst energetically express anger,
contenpt and indignation are of the sane origin.

What are known as the Smart Set and so-called polite society, are

rel egating a great many of our ol d Angl o- Saxon words into the shade,
faithful friends who served their ancestors well. These sel f-appointed
arbiters of diction regard sone of the Angl o- Saxon words as too coarse, too
pl ebeian for their aesthetic tastes and refined ears, so they are



elimnating themfromtheir vocabul ary and replacing themw th nongrels of
foreign birth and hybrids of unknown origin. For the ordinary people,
however, the man in the street or in the field, the woman in the kitchen or
in the factory, they are still tried and true and, like old friends, should
be cherished and preferred to all strangers, no matter from what source the
| atter may spring.

CHAPTER XI'V
ENGLI SH LANGUAGE

Begi nning--Di fferent Sources--The Present

The English | anguage is the tongue now current in England and her col onies
t hroughout the world and al so throughout the greater part of the United
States of Anerica. It sprang fromthe German tongue spoken by the Teutons,
who cane over to Britain after the conquest of that country by the Romans.
These Teutons conpri sed Angl es, Saxons, Jutes and several other tribes
fromthe northern part of Germany. They spoke different dialects, but

t hese becane bl ended in the new country, and the conposite tongue cane to
be known as the Angl o- Saxon whi ch has been the main basis for the |anguage
as at present constituted and is still the prevailing elenent. Therefore

t hose who are trying to do away with sone of the purely Angl o- Saxon

words, on the ground that they are not refined enough to express their
aesthetic ideas, are underm ning nmain props which are necessary for the
support of sonme inportant parts in the edifice of the |anguage.

The Angl o- Saxon el enent supplies the essential parts of speech, the
article, pronoun of all kinds, the preposition, the auxiliary verbs, the
conjunctions, and the little particles which bind words into sentences and
formthe joints, sinews and |iganents of the |anguage. It furnishes the
nost i ndi spensable words of the vocabulary. (See Chap. XlI1.) Nowhere is

t he beauty of Angl o- Saxon better illustrated than in the Lord' s Prayer.
Fifty-four words are pure Saxon and the remaining ones could easily be
repl aced by Saxon words. The gospel of St. John is another illustration of
t he al nost excl usive use of Angl o- Saxon words. Shakespeare, at his best, is
Angl o- Saxon. Here is a quotation fromthe _Merchant of Venice , and of the
fifty-five words fifty-two are Angl o- Saxon, the remai ning three French:



Al that glitters is not gold--
Oten have you heard that told;
Many a man his life hath sold,
But ny outside to behol d.
Quil ded tonbs_ do worns infold.
Had you been as w se as bol d,
Young in linmbs, in _JudgnEnt_ ol d,
Your answer had not been inscrol | ed--
Fare you well, your _suit_is cold.

The lines put into the nouth of Hamet's father in fierce intenseness,
second only to Dante's inscription on the gate of hell, have one hundred
and ei ght Angl o- Saxon and but fifteen Latin words.

The second constituent el enent of present English is Latin which conprises

t hose words derived directly fromthe old Roman and those whi ch cane
indirectly through the French. The fornmer were introduced by the Ronan
Christians, who cane to England at the close of the sixth century under
Augustine, and relate chiefly to ecclesiastical affairs, such as saint from
_sanctus_, religion from religio_, chalice from calix _, mass from
“mssa_, etc. Some of themhad origin in Geek, as priest from presbyter_,
which in turn was a direct derivative fromthe Geek presbuteros , also
deacon fromthe G eek _di akonos .

The largest class of Latin words are those which cane through the

Nor man- French, or Romance. The Normans had adopted, wth the Christian
religion, the |Ilanguage, laws and arts of the Romani zed Gaul s and Ronani zed
Franks, and after a residence of nore than a century in France they
successfully invaded England in 1066 under WIIliamthe Conqueror and a new
era began. The French Latinisns can be distinguished by the spelling. Thus
Savi our cones fromthe Latin _Salvator_ through the French _Sauveur ;
judgnment fromthe Latin _judiclum through the French _jugenent ; people,
fromthe Latin _populus_, through the French _peuple , etc.

For a long tinme the Saxon and Nornman tongues refused to coal esce and were
| i ke two distinct currents flowing in different directions. Nornman was
spoken by the lords and barons in their feudal castles, in parlianent and
in the courts of justice. Saxon by the people in their rural hones, fields
and wor kshops. For nore than three hundred years the streans flowed apart,
but finally they blended, taking in the Celtic and Dani sh el enents, and as
a result cane the present English language with its sinple system of



grammatical inflection and its rich vocabul ary,

The father of English prose is generally regarded as Wcliffe, who
translated the Bible in 1380, while the paternal laurels in the secular
poetical field are twned around the brows of Chaucer.

Besi des the Germani ¢ and Ronmanic, which constitute the greater part of
the English I anguage, many ot her tongues have furnished their quota. O
these the Celtic is perhaps the oldest. The Britons at Caesar's invasion,
were a part of the Celtic famly. The Celtic idiomis still spoken in two
di al ects, the Welsh in Wales, and the Gaelic in Ireland and the Hi ghl ands
of Scotland. The Celtic words in English, are conparatively few, cart,
dock, wire, rail, rug, cradle, babe, grown, griddle, lad, |ass, are sone
I N nost comMmoDn use.

The Dani sh el enent dates fromthe piratical invasions of the ninth and
tenth centuries. It includes anger, awe, baffle, bang, bark, baw,
bl under, boul der, box, club, crash, dairy, dazzle, fellow gable, gain,

i1, jam kidnap, kill, kidney, kneel, linber, litter, log, lull, [unp,
mast, m stake, nag, nasty, niggard, horse, plough, rug, runp, sale,
scal d, shriek, skin, skull, sledge, sleigh, tackle, tangle, tipple,

trust, viking, w ndow, w ng, etc.

From t he Hebrew we have a | arge nunber of proper nanes from Adam and Eve
down to John and Mary and such words as Messi ah, rabbi, hall el ujah,
cherub, seraph, hosanna, nmanna, satan, Sabbath, etc.

Many technical terns and nanes of branches of |earning cone fromthe G eek.
In fact, nearly all the terns of |learning and art, fromthe al phabet to the
hi ghest peaks of netaphysics and theol ogy, cone directly fromthe G eek--
phi | osophy, |ogic, anthropol ogy, psychol ogy, aesthetics, grammr,

rhetoric, history, philology, mathematics, arithnetic, astronony, anatony,
geography, st enogr aphy, physiol ogy, architecture, and hundreds nore in
sim |l ar donains; the subdivisions and ramfications of t heol ogy as

exegesi s, hernEneutlcs apol ogetics, polem cs, dogmatics, ethics,
hom |l etics, etc., are all G eek.

The Dutch have given us sone nodern sea terns, as sloop, schooner, yacht
and al so a nunber of others as boom bush, boor, brandy, duck, reef,
skate, wagon. The Dutch of Manhattan island gave us boss, the nane for
enpl oyer or overseer, also cold slaa (cut cabbage and vinegar), and a
nunber of geographical terns.



Many of our nost pleasing euphonic words, especially in the real mof
musi ¢, have been given to us directly fromthe Italian. O these are
pi ano, violin, orchestra, canto, allegro, piazza, gazette, unbrella,
gondol a, bandit, etc.

Spani sh has furnished us with alligator, alpaca, bigot, cannibal, cargo,
filibuster, freebooter, guano, hurricane, nosquito, negro, stanpede,
pot at o, tobacco, tomato, tariff, etc.

From Arabi ¢ we have several mathematical, astronom cal, nedical and
chem cal terns as al cohol, alcove, alenbic, algebra, alkali, alnmanac,
assassin, azure, cipher, elixir, harem hegira, sofa, talisnman, zenith
and zero.

Bazaar, dervish, lilac, pagoda, caravan, scarlet, shaw, tartar, tiara
and peach have cone to us fromthe Persian.

Turban, tulip, divan and firman are TurKki sh.
Dr osky, knout, rouble, steppe, ukase are Russi an.

The I ndi ans have hel ped us consi derably and the words they have given us
are extrenely euphonic as exenplified in the nanes of many of our rivers
and States, as M ssissippi, Mssouri, Mnnehaha, Susquehanna, Mbnongahel a,
Ni agara, Ohio, Massachusetts, Connecticut, |owa, Nebraska, Dakota, etc. In
addition to these proper nanes we have fromthe |Indians w gwam squaw,
hammock, tomahawk, canoe, nobcassin, hom ny, etc.

There are many hybrid words in English, that is, words, springing fromtwo
or nore different |anguages. In fact, English has drawn fromall sources,
and it is daily adding to its already large famly, and not alone is it
adding to itself, but it is spreading all over the world and pronmises to
take in the entire human famly beneath its folds ere long. It is the

opi nion of many that English, in a short tinme, wll becone the universal

| anguage. It is now being taught as a branch of the higher education in the
best coll eges and universities of Europe and in all comercial cities in
every | and throughout the world. In Asia it follows the British sway and

t he hi ghways of commerce through the vast enpire of East India with its two
hundred and fifty mllions of heathen and Mohammedan inhabitants. It is

| argely used in the seaports of Japan and China, and the nunber of natives
of these countries who are learning it is increasing every day. It is



firmy established in South Africa, Liberia, Sierra Leone, and in many of
the islands of the Indian and South Seas. It is the Ianguage of Australi a,
New Zeal and, Tasmania, and Christian m ssionaries are introducing it into
all the islands of Polyne5|a It may be said to be the |iving commerci al

| anguage of the North Anerican continent, fromBaffin's Bay to the Gulf of
Mexi co, and fromthe Atlantic to the Pacific, and it is spoken largely in
many of the republics of South Anerica. It is not limted by parallels of
latitude, or neridians of |ongitude. The two great English-speaking
countries, England and the United States, are dissemnating it north,
south, east and west over the entire wor | d.

CHAPTER XI

MASTERS AND MASTERPI ECES COF LI TERATURE

Great Authors--Classification--The Wrld' s Best Books.

The Bible is the world's greatest book. Apart fromits character as a work
of divine revelation, it is the nost perfect |literature extant.

Leaving out the Bible the three greatest works are those of Honer, Dante

and Shakespeare. These are closely followed by the works of Virgil and
MIton.

| NDI SPENSABLE BOCOKS
Homer, Dante, Cervantes, Shakespeare and Goet he.
(The best translation of Honer_ for the ordlnary reader is by Chapman.

Norton's translation of Dante and Taylor's translation of Goethe's
_Faust _ are recommended.)

A GOOD LI BRARY

Besi des the works nentioned everyone shoul d endeavor to have the foll ow ng:



Plutarch's Lives , Meditations of Marcus Aurelius_, _Chaucer , _Imtation
of Christ_ (Thomas a Kenpis), Holy Living and Holy Dying (Jereny Taylor),
_Pilgrims Progress, thaulay s Essays, Bacon's Essays, Addis on s Essays,
Essays of Elia_ (Charles Lanb), Les Mserables_ (Hugo), Heroes and Hero
Worship_ (Carlyle), _Pal-grave's Golden Treasury_, Vbrdsmorth _, _Vicar of
Wake field_, Adam Bede (George Eliot), Vanity Fair_ (Thackeray),

| vanhoe_ (Scott), _On the Heights_ (Auerbach) _Eugeni e G?andet_ (Balzac)

~Scarlet Letter (Fbmﬁhorne) _Enmerson's Essays_, _Boswel|l's Life of
Johnson_, History of the English People (G een), _Qutlines of Universal
Hi story, Oigin of Species, Mntaigne' s Essays, Longfell ow, Tennyson,
Browni ng, Whittier, Ruskin, Herbert Spencer _

A good encycl opoedia is very desirable and a reliable dictionary

I ndi spensabl e.

MASTERPI ECES OF AMERI CAN LI TERATURE

_Scarlet Letter, Parkman's H stories, Mtley's Dutch REpuinc, Gant's
Menoi rs, Franklin's Autobiography, Wbster's Speeches, Lowell's Bi gel ow
Papers , also his Critical Essays , Thoreau's Walden , Leaves of Grass_
(Whi tman), Leather-stocking Tales (Cooper), _Autocrat of the Breakfast
Tabl e_, _Ben Hur _ and _Uncle Tomi's Cabin_ .

TEN GREATEST AMERI CAN POETS

Bryant, Poe, Wiittier, Longfellow, Lowell, Enmerson, Whitnman, Lanier,

Al drich and Stoddard.

TEN GREATEST ENGLI SH POETS

Chaucer, Spenser, Shakespeare, MIton, Burns, Wrdsworth, Keats, Shell ey,
Tennyson, Browni ng.

TEN GREATEST ENGLI SH ESSAYI STS

Bacon, Addi son, Steele, Micaul ay, Lanb, Jeffrey, De Quincey, Carlyle,
Thackeray and Matt hew Arnol d.



BEST PLAYS OF SHAKESPEARE

In order of nerit are: Hamlet , King Lear , Ohello , _Antony and
Cl eopatra_, Macbeth , Merchant of Venice , Henry IV, As You Like It _,
Wnter's Tale , Roneo and Juliet , Mdsumer N ght's Dream, Twelfth

Ni ght , _Tenpest .

ONLY THE GOOD

| f you are not able to procure a library of the great nasterpieces, get
at least a few Read themcarefully, intelligently and with a viewto
enl argi ng your own literary horizon. Renenber a good book cannot be read
too often, one of a deteriorating influence should not be read at all.
In literature, as in all things else, the good al one should prevail.



