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…avoid sentence errors

There are two types of sentence error:

1
Writing an incomplete sentence, i.e. one that does not contain a subject or a finite verb, or does not express a complete idea.

2
Writing two or more sentences with only a comma between them.

The most common error of sentence structure is joining two or more sentences together with only a comma between them. People seem to do this less often when the subjects of the sentences are different than when they are the same. Fewer people would write:

· Craig ran down the road, the supervisor ate a doughnut.

than

· Craig ran down the road, he was late for work.

A moment’s thought will show that the structure of both these ‘sentences’ is the same and, if one is wrong, both are wrong.

1
Craig ran  down the road. 

2
The supervisor ate a doughnut.

3
Craig ran down the road.

4
He was late for work.

These mistakes may happen if the writer feels that the sentences are too short and that, as they belong together in meaning, they ought to be joined. This may be true, but using a comma is not the way to do it.

Let us look at the example again:

· Craig ran down the road, he was late for work.

Here are two ways that you could put it right:

1 Craig ran down the road. He was late for work.

2 Craig ran down the road because he was late for work.

Write short, clear sentences

In business it is best to write short, clear sentences. Long sentences can easily become muddled and hard for the reader to understand. 

Make sure that every sentence you write deals with only one topic. Whenever you complete a clear statement that can stand alone and make sense, no matter how short it is, use a full stop.

A sentence should deal with one topic.

People often write sentences that are too long simply because they have bundled together a number of separate statements, which should have had a sentence each. For example:

The filing cabinets were placed badly in the office which meant that neither Ferhana’s nor Mary’s desk received the light from the window requiring the light to be on all day and leading to Ferhana’s migraine.
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Try this! 

Rewrite the above passage using short, clear sentences. You can change the wording if you wish.
Try this!

Read through this article from a business website. Although the information in the article is complex the writer has used short sentences, which make the meaning clear.
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The survey by employment law firm Peninsula shows that the number of sick days taken by UK employees has increased. The average employee took 8 days in 2003 and 9 in 2004. 

Employers who were asked said that colds and flu, stress and physical injuries were the main reasons given for absence. 

Bosses are not sure how genuine excuses are, the report said. Some 62% of employers believed that most sick days last year weren't genuine, a rise from 44% in 2003. 

Workers in Newcastle were most likely to take time off due to sickness. Staff on Tyneside took an average of 11 days off in 2004, a marked increase from 8 in 2003. 

In contrast, employees in Birmingham proved the healthiest. Their average number of absent days remained at 8 over the two-year period. 

adapted from http://www.clearlybusiness.com
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