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Business 100 -- Business English- Chapter 8 Notes:

 This week we are going to be covering pronouns. This means:

· Pronoun/antecedent agreement
· Correct pronoun references
· Identify explanatory phrases
· Correct pronoun forms
Antecedent:


An antecedent is a word or group of words which is replaced by a pronoun.


Example:


Tom though that he should be the team captain.


Tom is our main subject and antecedent in the above sentence. The pronoun 'he' refers to the subject 'Tom'.


The team thought that they should pick their own captain.


In this sentence, the antecedent is the word 'team'. The pronoun referring to it is the word 'they'. The subject is plural, so the pronoun must also be plural. We would never refer to the entire team as 'he'. 

Gender in Language:


Many foreign languages have a much more complex concept of gender. For example, in Spanish the word for shoe 'zapato' is considered to be male. Most things in other languages have some form of gender attached to it. English however tends to be fairly gender neutral. People have gender (he, she); animals can have a gender. But with a few exceptions, things, places and ideas are all considered gender neutral and are referred to as 'it'. (One of the few exceptions would be ships -- we tend to refer to ships and boats as 'she'.)

Unknown Gender

Your book talks about rephrasing a sentence when the gender of something is unknown. For example:


Original Version: The captain should lead his or her team by example.


Corrected Version: Team captains should lead their team by example.

Both sentences are correct -- but the first one with the 'his or her' phrase is a bit awkward. The book doesn't mention any other way of dealing with this issue -- but there are two other alternatives. It became somewhat customary in the past to default to the male gender in a situation where the gender was unknown. That is still, for the most part, acceptable. But in the last decade, the rule of thumb has been to simply default to the gender of the person writing or speaking the phrase. Either option is acceptable. 

Plural or Singular


These are the basic rules when determining whether or not to use a plural or singular antecedent

· Singular antecedent, singular pronoun

· Plural antecedent, plural pronoun

· Two singular antecedents joined by the word 'and', plural pronoun

· Two singular antecedents joined by 'or' or 'nor', singular pronoun

· Two plural antecedents joined by 'or' or 'nor', plural pronoun

· Singular and plural antecedent joined by 'or' or 'nor', pronoun agrees with the closest antecedent

· Collective antecedent acting as a single group -- use a singular, gender neutral pronoun

· Collective antecedent acting individually, use a plural pronoun

Difficult Choices

· When using an incomplete adverb clause with 'than' or 'as' in it, finish the clause to figure out which pronoun fits better:


Example: Mary had a better time at the party than we.


Completed: Mary had a better time at the party than we did.
· Determining between 'every one' and 'everyone' or 'any one' and 'anyone' depends on whether or not we have the word 'of' in the phrase.

Example: Every one of the cats ran away.

Example: Everyone watched the team play.

· The words 'each other' refers to two people or things. 

· The words 'one another' refers to more than two people or things.
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