Appendix A  

Auxiliary Verbs

Often called helping verbs, auxiliaries join other verbs to help set the tense of the sentence. Remember these “helpers” can stand alone as the main verb. 



am, 


is 


are

have 


has 


had



do 


does 


did



can 


could 

ought



would 

will


were

shall 


should

was

must 


might 

may

Some auxiliary verbs are presented with the contraction not. Never use these in formal writing:




isn’t 


aren’t

haven’t




hasn’t

hadn’t

don’t




doesn’t

didn’t

can’t




couldn’t

wouldn’t

oughtn’t (to)

won’t

weren’t

shan’t




shouldn’t

wasn’t

mustn’t



 mightn’t (obsolete but yes, a word)     






 mayn’t (obsolete. Boy, I’ll say!)
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Color Wheel
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Action Verbs & Concise Text

	
 Replace:
	With:


	speed up
	accelerate

	go with
	accompany, escort

	get done
	accomplish, achieve, complete

	get hold of, come by
	acquire, obtain

	start up
	activate, initiate

	get a feel for, get used to
	adapt, acclimate

	speak to, focus on
	address, 

	stick to, hold on
	adhere

	give out, deal out, dole out
	administer

	speak for, in favor of
	advocate, support, encourage

	following, at the conclusion of
	after

	are of the same opinion
	agree

	deal out, give out
	allocate

	despite the fact that
	although

	make changes to, make improvements on
	amend, adjust, modify

	probe into,
	analyze

	it is apparent that

it would appear that 
	apparently

	how far
	to what extent

	move toward, come close to
	approach

	get a hold of, find out
	ascertain, determine

	weigh up, measure up
	assess



	help out, give a hand to
	assist, aid, support

	getting the credit
	recognition

	enlargement to, boost up
	augment

	give permission to, allow to
	authorize

	as a result of, due to the fact,  for the reason that, 

as a consequence of, 

in light of, despite the fact that
	because, due to

	bright pink in color
	bright pink

	widen up
	broaden, enlarge

	remainder of, keep steady, left over
	balance

	Not known
	uncertain

	by means of
	by

	add up
	calculate

	gifts (offered as incentives)
	rewards

	lack the ability to
	could not

	carried out
	performed

	cross over
	Overlap, coincide

	during the course of
	during

	absolutely essential
	essential

	regardless of the fact that
	even though

	with the possible exception of
	except

	fewer in number, decreased in number
	fewer

	In the event that
	if

	as a matter of fact
	in fact, indeed

	in order to
	to

	at a later date
	later

	decreased amount of
	less

	along the lines of
	like

	a considerable amount of,

a lot of 
	many

	on a monthly basis
	monthly

	at a fast rate 
	rapidly

	has resulted in, end result
	resulted

	parts
	factors, aspects

	been engaged in the study of
	studied

	on two separate occasions
	twice

	during the course of, whereas, during the time that, even as
	 during

	bring to a close, called to a halt
	stopped

	suitable, tied-together
	relevant
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Clichés

it’s not rocket science



it’s a lemon

it’s a wash




kick up your heels



knuckle under




Kodak moment



last ditch effort



lesser if two evils



long row to hoe



light as a feather



lost a step




make the grade



making waves




melting pot



missed the boat



mission critical



necessary evil




newbie



no holds bar




now or never



off the hook




off kilter



off the top of my head



on a roll



on fire





out of gas



out of the blue




over my head



pack it in




Pandora’s box



par for the course



passed with flying colors



pencil me in




pretty penny



put the cart before the horse


second wind



shoe in





shoot yourself in the foot



short changed




sink or swim



so close you could taste it


spread the word



take a step back



take it easy



take it from me



take it with a grain of salt



thank goodness



that’s the ticket



thick as pea soup



thorn in his side



time and time again



ugly as sin



under the microscope



up for grabs



variety is the spice of life


what a zoo

you can lead a horse to water…

you can say that again
you 



you lost me




you don’t have a leg to stand on

zip it





zigged when I should have zagged 



about face




back against the wall



above board




back to square one



absence makes the heart grow fonder

back to the drawing board



Achilles heal




bad hair day



the acorn doesn’t fall far from the tree
bad call



actions speak louder than words

bad to the bone



all bent out of shape



beat a dead horse



all bets are off




beat around the bush



I’m all ears




belle of the ball



all in a day’s work



bet your bottom dollar

all wet





bit off more than he could chew

always look on the bright side

blow this joint

an arm & a leg




bottom line



an apple a day, keeps the doctor away
buckle down



an oldie but goodie



busy as a bee



another day, another dollar


busted!



another nail in my coffin


call it a day



ants in your pants



call the shots



armed to the teeth



called on the carpet



as luck would have it



can’t have your cake & eat it too



as plain as the nose on your face

can of worms



at the drop of a hat



can’t say enough about him



at the last minute



can’t squeeze blood out of a turnip



cash in your chips



cash cow



cat got your tongue?



Chatty Cathy



chew him out




clock is ticking



cold feet




come again?



crack the whip




crime doesn’t pay



dead ringer




dark horse



day late & a dollar short


dig yourself in a whole



don’t bite the hand that feeds you

doing time



dog’s life




drop in the bucket



early bird




eat crow



elephant in the room



even keel



fall guy




fast buck



fat chance




feather in his cap



fine line




fish out of water



fur fly





get a life



get out of dodge



give it a whirl



give me a hand



go overboard



go to far




good call



grasping at straws



ground rules



give 110%




got lost in the shuffle

hands on




hang in there

haste makes waste



head over heels

high maintenance 



history repeats itself

I second that




in one fell swoop

in the cards




in the clear

Stock Phrases to Avoid

There is a reasonable expectation that…

Due to the fact that…

Should a situation arise where…

In the end…

In the event that…

In final analysis…

In proximity of…

Prior to the occasion…

I am in receipt of…

For the purpose of…

During the course of… 

Taking into consideration…

With regard to…

At this time…
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Colloquialisms & Slang





all nighter


a bit





any how


any way





any who


about to





chillin



dawg





duh



guys

homey



freak out

kind of



like



okay



nailed





no doubt


right on

phew



stuff

yeah



Yo

y’know


you know
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   Redundancy

                         actual facts

       advance forward            
advance preview   

                         advance planning
       advance warning

added bonus
                       affirmative yes                  alternative choice

armed gunman

     
                         ascend up

       assemble together

bald-headed
                         basic fundamentals
       best ever


blend together

 boat marina

       brief in duration

brief moment

 brief summary
       cancel out


cash money


 cease & desist

       circle around

closed fist

 commute back & forth      completely filled

constantly maintained

 cooperate together
       could possibly

descend down

 different kinds
       disappear from sight
drop down

 earlier in time

       eliminate altogether
empty hole

 empty space

       end result


enter in

 equal to one another
       face mask


fall down

 few in number
       filled to capacity

final conclusion

 first conceived
       free gift


fuse together

 future plans

       gather together

red in color

 grow in size

       harmful injuries

HIV virus

 hollow tube

       hurry up


incredible to believe

 input into

       introduced  a new

ISBN number

 join together

       joint collaboration
kneel down

 lag behind

       lift up


local resident

 manually by hand
       meet together

merge together

 mix together


native habitat


never before

 new invention


new recruit


none at all

 off of



old proverb


open up

 outside in the yard

over exaggerate

over with

 pair of twins


passing fad


past history

 personal friend

pick and choose

plan ahead

 postpone until later

proposed plan


protest against

 raise up


RAM memory


reason is because

 recur again


reflect back


regular routine

 retreat back


rise up



same exact

 serious danger

shut down 


single unit

 small size


small speck


sum total

 temper tantrum

true facts


tuna fish

 underground subway

unexpected surprise

visible to the eye
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Transitional Words & Phrases
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	accept

except
	to receive

to leave out
	I will accept the award.

Everyone except Carl received a check. 

	affect

effect
	to influence (v.)

result (n. usually)
	The bad weather did affect the plants.

The medicine has many side effects.

	capital

capitol
	a city

monetary resource

lawmaker’s building
	The capital of Ohio is Columbus

The lender has limited capital

The capitol is in ill repair.

	principal

principle

	head of school or org.

money (chief, main)

basic rule of action
	The school has a new principal.

His principal investment was gold.

He was a man of principle.

	there

their

they’re 
	to specify a place

to show ownership

contraction: they are
	He put his coat over there.

Jim & Ted took their cow to market.

They’re leading in the play-offs.

	stationary

stationery
	“not moving”

“writing paper”
	The Queens guard stood stationary at Buckingham Palace.

She used scented stationery.



	ensure


	Is something done to guarantee an event or condition. Ensure with an “e” guarantee.
	To ensure there would be enough food for winter, they did a lot of canning.



	insure
	This is done to a person, place, or thing but is reserved for limiting financial responsibility. We insure to protect our income.
	The buyers were required to insure the property at the time of purchase.

	appears
	Do not use for seems. He appears to know what he’s doing. Best to omit if possible
	He seems to know what he’s doing.

	A lot

alright
	a lot

Use all right
	She liked the boy a lot.

	your

you’re
	to show ownership

contraction  you are
	Is this your house?

If you’re going to town, call me.

	datum data
	a single unit         more than one
	

	however
	Avoid at beginning of a sentence, with another conjunction, (however because), or preceding an independent clause.

	and, or
	Use one or the other.
	

	past

passed
	a previous time

past tense of pass
	The artifacts were left by a past generation.

The sports car passed us very quickly.

	TV, phone
	Use the full name: television, telephone.

	to

too

two
	prep. shows direction

also

 excess

number 2
	He ran all the way to town.

Jacob wanted to go too. 

Too many wrecks occur on that street. 

The two ducks fell in the well.

	
	
	

	

	lie

lay

felt
	to rest

to put or place

only if you touch it

not if a belief
	I think I will lie down for a while.

I will lay my keys on the table.

I felt the fine velvet.

I believed it the right thing to do.

	set

sit
	to put or place

to be seated
	Will you set the table?

Please sit down!

	that

which
	 restrictive clauses

non-restrictive clauses
	He was the dog that saved the child.

The flood killed 44, which is sad news.  

	who 

whom
	subject

 object-receives action
	Who is in the car with you?

You are sending the letter to whom?

	its

it’s
	ownership

contraction it is
	Over time the paint lost its shine.

It’s the third office on the left.

	could care less

different than
	could not care less

different from
	I could not care less about it.

It was different from the others.

	all of
	 all  
	All the children graduated.

	and then
	and or then
	She stumbled and fell.
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Prepositions
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 into  
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Microsoft Paragraph Uniformity

· Open Line Spacing in the Paragraph section of the Home Tab.






     The bottom should read:






     Add Space Before Paragraph 






     Add Space After Paragraph

This ensures formatting set to remove the extra spaces, which can be confusing since it reads the opposite of what it is doing.

APA formatting allows no spaces between paragraphs.

Be careful. Sometimes this feature will automatically reset.


	Indefinite Pronouns

	                   Singular                            Plural          Single or Plural


    another              anybody               both                    all
    each                    anyone                 few                      any           
    much                  anything               many                   more
    one                     everybody            several                most
    other                  everyone                                           none
    neither               everything                                         some
    either                 nobody
    nothing              somebody    
    someone           something



Time 	after a while, afterward, again, and then, as long as, at last, at length, at that time, before, besides, during, earlier, eventually, finally, formerly, further, furthermore, in addition, in the first place, in the past, lately, meanwhile, moreover, next, now, presently, second, shortly, simultaneously, since, so far, soon, still, thereafter, until now, when





Addition or 	additionally, again, also, and, and then, as, as well as,


Similarity 	besides, comparatively, correspondingly, equally, furthermore, in addition, moreover, still, too 





Contrast	above all, although, and yet, at the same time, but, conversely, despite, even so, even though, however, in contrast, indeed, in reality, in spite of, nevertheless, notwithstanding, on the contrary,      on the other hand, otherwise, regardless, still, though, while, with attention to, yet 


























					 		





[Type a quote from the document or the summary of an interesting point. You can position the text box anywhere in the document. Use the Text Box Tools


 tab to change the formatting of the pull quote text box.]








Purpose or		after all, afterward, again, all things considered, also,             


Condition	as can be seen, as shown above, for example, specifically


	thus





Summary 	all in all, altogether, finally, in either case, in fact, that is,


	therefore, to summarize





Time	after a while, afterward, again, also, and then, as long as, 


	at last,  as soon as, at that time, before, besides, earlier, eventually, during, first, finally, formerly, further, furthermore, in addition, next, henceforth, in the past,    in time, second, simultaneously, soon, thereafter,           until now, when, whenever,  





Example	after all, as an illustration, for example, for instance, indeed, in fact, in other words, if course, specifically, thus





about, above, across, after, against, along, among, around, at, before, behind, below, beneath, beside, between, beyond, by, despite, down,  from, in, inside, into, near, off, on, onto, out, outside, over, through, throughout, to, toward, under, underneath, , up, upon, with, within, without 














on 


onto


into





upon





inside     in  into





It’s not rocket science!





to





down





beyond  


out   


    about   








without





near





from











toward                              





outside





beside    





by





before





off





after





against   at








throughout





through  between





underneath     under    below    beneath   





around





with within





behind





above            up  over





across





In most cases, prepositions are directional words.
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