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Business 100 -- Business English- Chapter 15 Notes:

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

· Identifying clauses and sentences
· Coordinating conjunctions
· Correlative conjunctions

· Subordinating conjunctions

· Conjunctive adverbs
Clauses

Independent Clauses:  A clause that can stand alone as a sentence. It has a complete subject and predicate.


Dependent Clause:  A clause that can not stand alone as a sentence. It must be attached to an independent clause. It contains a subject and a predicate but does not contain a complete thought. 

Punctuating Clauses:


IC = Independent Clause


DC = Dependent Clause


Con: Conjunction


CA: Conjunctive Adverb
· Coordinating Conjunction: These are your standard conjunctions: and, or, but, nor. They can join independent clauses or simple ideas or things.

· Correlative Conjunction: Words  that appear in pairs that indicate the two things they join are of equal importance. Both/and, either/or, whether/or, neither/nor, not only/but also

· Subordinating Conjunction: A subordinating conjunction is a word that introduces a dependent clause. There is a list of them on page 483 of your text book. You might want to memories them.
· Conjunctive Adverb: A conjunctive adverb shows a connection between two independent clauses – the independent clauses MUST be punctuated as separate sentences. There is a list of them on page 485 of your text book.

Use the following equations to figure out when to use a period, semicolon or comma

IC + DC = no comma except if necessary for understanding 

IC DC.

DC + IC = use comma after DC 

DC, IC.

IC + IC = They must be separated with either a period, a semicolon, or a comma followed by a conjunction:
IC;IC

IC.IC

IC, CON IC.

IC + CA + IC = The Conjunctive Adverb introduces a Independent clause. It must be treated as a separate sentence.

IC;CA IC.

IC. CA IC.

Vocabulary
telemarketers
downsizing

traumatic

hassles

flextime

cynicism
