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Business 100 -- Business English- Chapter 3 Notes:

If you've been following along in your book, you will have noticed the Chapters 1 and 2 were both 'overview' chapters. Chapter 3 starts becoming more specific. This week we are going to be covering Sentence Development. This means:

· Sentence construction

· Terminating punctuation (periods, question marks)

· Subject identification

· Predicate identification

· Sentence complements (direct objects, indirect objects)

· Independent vs. Dependent phrases

· Fragment vs. run-on sentences.

Things to pay attention to:

Direct Questions:
Sometimes it's difficult to tell the difference between a direct question and an indirect question. This subject is covered on page 63 of your textbook and will come up on tests. The easiest way to determine if something is a direct or indirect question is to remove the simple subject and verb and ask yourself if they make up a question while standing alone.

Direct Objects:

This topic is often difficult. A direct object answers the questions 'who or 'what'. 

An example is the phrase:  The cat killed the rat.

Our subject is:   THE CAT – the cat is the thing performing the action.

Our verb is:    KILLED --- this is what the cat has done

Our Direct Object is:  THE RAT   -- it answers the question 'the cat killed what'.

Indirect Objects:

If there is no direct object, there won't be an indirect object. It answers the questions 'to whom' or 'for whom'. The following verbs general indicate that there is an indirect object in the sentence: give, offer, wish, ship, make, refuse, present or send.

Going back to our cat example:  The cat gave me the dead rat.

Our subject is:   THE CAT – the cat is doing something – he's 'giving'.

Our verb is:    GAVE  --- this is one our indicator verbs

Our Direct Object is:  THE RAT   -- it answers the question 'what did the cat give'.

Our Indirect Object is:  ME – this answers the question 'to whom did the cat give the rat'.

Clauses:

Pay special attention to the section on clauses. Many people have a great deal of difficulty determining where to put commas in a sentence. The key to understanding commas (which will come up in a later chapter) is the ability to recognize independent and dependent clauses. 

Dependent clauses can be identified by the use of a subordinate word. It's a good idea to memorize the list of words. If you see one of these words, it indicates that the phrase that comes after it is a dependent clause. 

Time: when, while, since, before, after, until, once
Place: where, wherever
Cause: because, since, as, now that, inasmuch as
Condition: if, unless, on condition that
Contrast/Concession: although, even though, despite, in spite of
Adversative: while, where, whereas
Other: that, which, who, whoever, whom, what, why, how....
Generally if the dependant clause comes BEFORE an independent clause, we use a comma. If the dependant clause comes AFTER the independent clause, we don't use the comma:

BEFORE:  After he went to the store, he watched television.

AFTER: He watched television after he went to the store.
SEMICOLON:

This is also a very misused form of punctuation. We only use the semicolon to connect two complete sentences. Furthermore the sentences must be closely related, indicating to your readers that it's nearly one thought. In the example below you could punctuate it several different ways. You could use a period between the two sentences. You could connect them with a conjunction such as 'and' or 'but', or you can use the semicolon to indicate that the two sentences are closely related.


Example: Mary wants steak; Bob wants chicken.  

Vocabulary:

predicate 

testimonial letters

personal information manager software

goodwill

kiosks

downsizing

