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… practise writing correct sentences
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When you are writing for business use SHORT, clear sentences. Long sentences with many commas may lead to mistakes. 

Try this!

Say the examples below out loud to yourself. Do they sound right?

· Put a tick against the ones you think are sentences.

· Add whatever you need to make them complete sentences.
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Visitors will need a map. 
2 Visitors with maps.

3 With reference to your letter of 12 June.

4 Thank you for your letter of 12 June.

5 She needed a place on the course.

6 The places on the course.


A sentence needs a subject

To say that a sentence must make sense is not enough. You need to be able to check whether you are writing correct sentences.

The work is not finished.
(proper noun)

It  must be done now.
(pronoun)

The words ‘is not finished' by themselves would be an incomplete sentence because the reader is not told what is not finished. It doesn’t make sense. ‘The work’ is the subject of the sentence.

Try this!

Underline the subjects in sentences 1-6 above.


You can replace the whole of the subject with a pronoun. This is a useful way of checking whether your sentence has a subject. For example:

· The receptionist welcomed the client.

· He welcomed the client.

· Being a manager can be stressful.

· It can be stressful.

Try this! 

Can you find the subject in the following? If not, what does this mean?
1 Following our decision.

2 The office on the third floor consists of three rooms.

3 Mary spoke to the client. 

A sentence needs a finite verb

For a sentence to make sense, it needs more than just a subject. It also needs a 'finite verb' to tell us more about the subject.

The receptionist welcomed the client.

· He welcomed the client.

· David is the manager.

· He has worked here for years.

· Being in management was stressful.

Try these! 

Circle the finite verbs in sentences 1-6 on the previous page.

Circle the finite verb in the following sentences:
1 She was eating the fruit.

2 Sheila completed the paperwork.

Try this! 

Write some sentences and circle the finite verb.

1

2





A VERB IS A 'DOING' WORD.





The FINITE verb tells you WHAT the subject is doing, being or having and WHEN this action takes place. It gives the sentence a tense: present, past or future. For example:





PRESENT TENSE


The learner completes his portfolio.


The learner is completing his portfolio.





PAST TENSE


The learner completed his portfolio.


The learner was completing his portfolio.





FUTURE TENSE


The learner will complete his portfolio.


The learner will be completing his portfolio.








Every sentence needs a finite verb








SUBJECT


is the name given to a word (or group of words) that the sentence is about 





PREDICATE


is the rest of the sentence that tells us more about the subject.





Every sentence must have a subject.





A sentence starts with a capital letter and ends with a full stop, a question mark or an exclamation mark..











A sentence is a complete idea. It can stand on its own and make sense.








