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' Puncm_ﬂﬁon is an essential ‘part of written communication in any language. When st
of change the tone of our voices to indicate emphasis. When writing, we must us:

jatethes® places of emphasis. This resource should help to clarify when and how to use
tion.

the following are the punctuation marks that are usually used in written English
Capital Letters

l.
2. Full stop (.)

1. Comma (,)

4. Single inverted commas (* ")

5. Double inverted commas (* ")
6. Dash(-) -

. Hyphen (-)

8. Semi colon (})
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9 Colon( )

10, Apostrophe ()

1. Question mark/sign of Interrogation (7)
12. Parentheses ()

13, Exclarmation mark (1)

14, Ellipses (...)

1. Capital Letters/Alphnbets f sentences
(@) Capital letters are generally used in the beginning 0F S

(b)

(c)

(@

(e)

@)

(h)

)

Corruption has become very common.

Everyone likes an honest man, ra—
i H jnverted C 5.

Capital letters are used to start sentence within In¥ b —

“What is in a name? A ros¢ by any name ’

i Heaven.'
r to rule in hell than to serve in Hea

Shakespeare says,
letters L0 refer to a person’s degree or litle,

It is said, It is bette
We capitalize the names of people and use capital
Parminder, Parineeti, Ajay, John, Irfan.
Kapil Dev is a great bowler.
Nehru was called ‘Chacha’ by the children.
Capital letters are used in names of festivals,
Baisakhi falls on 13th April.
On Mondays, we generally go to school.
The weather in December is very cold.

summer, winter, etc.).

Note : Do not capitalise the names of seasons (spring,
streets, roads, cities, states and

Capital letters are used to refer to the names of particular places,
talized.

days, weeks, months and events.

countries. Adjectives derived from these are also ¢:_api
Wall Street, Pusa Road. ’
Bengaluru, Karnataka, France.

Kannada, French.
Capital letters are used in names of clubs, organisations and business firms. For example :

Mohan Bagan Football Club
The Chamber of Commerce

Mahalaxmi College
Capital letters are used in exclamatory words.

Hurrah! We won the match.
Oh! I forgot it. '

Wow! What a beautiful sight.
The personal pronoun 'I" is always written in capital letter.

I am the captain of my team. I will not give up until I succeed.
Most of the abbreviations are in capitals, for example :

B.A. M.B.B.S.

—
|
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1 Stop (mlso enalled Periog)

last letter and the perfoy, Use ::::Hu that ks 5 stement. There Is no space hetween -
sentence, e between the period and the first letter of the next
@ Used il stop st the end of , to
Hand in the poster esany
In case of tremors, leay,

Mman,
5 ho i

(©) Use n full stop at the end

(d) Used full stop with abbreviation

exclamation, it is appropriate . ; -
ending period : ’ ©2dda question mark or exclamation mark afier the abbreviation-

Have you passed your M.A?

~ The Commna

as are used
e f word 10 StPAMLe pans of a sentence, They tell readers to pause between words of
groups of words, and they help clarify the meanings of sentences.

(a) Commas are used to separate three Or more words
I want a pen, pencil, paper and pins,
Practice will be held before school, in the afternoon, and at night.

(b) Use acomma + a little conjunction (and, but, for, nor,
clauses, as in

phrases or clauses in a series.

yet, or, so) to connect two independent

“He hit the ball well, but he ran toward third base.”

() Commas are used after an introductory dependent clause. (a group of words before the subject
of a sentence that do not form a complete sentence)
If your friends enjoy Chinese food, they will love this restaurant,

(d) Commas are used to set off introductory words, introductory adverbial, participal or infinitive
phrases and longer introductory prepositional phrases,

' Incidentally, I was not late this morning. (word)

Hoping for a bigger fish, Rob spent three more hours fishing. (phrase)
(¢) Commas are used between independent clauses joined by a coordinating conjunction. (for,
and, nor, but, or, yet, s0)
My dog had fleas, so we gave him a bath.
(/) Commas set off nonessential phrases or clauses.
The man, | think, had a funny laugh.

]
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comma to separate quoted Mate,;

use n Iil

4 the quotation. For example:

[.l:l ll‘t ncommn to LT | 11" 1‘“.\'@.! r'rmf"[! ‘ll‘ﬂ{ '"":"
1 1 C 1
lc ”"nﬂf 0 lhc Ch" I hnd hctn a! :

e
from the rest of the sentence that l‘i['l‘ﬂll“ ot |l"ll|'l“|l|l
pmant

"
It I..”nqcir"l‘mt'“-
pal clause.

The writer savs, “The purpose and strength af the ¢
all to establish a relation hetween ehildhood and adu i
(M) A comma ix used to separate an adverhinl clawse from the princ
When they came back, they found the honse burgled.
I you do not work hard, father will be angry.
The Semicolon
A semicaolon is a stop which Is between n comma and n full stop. They are used 10 separate Claygy,
or phrases that are related and that receive equal emphasis. Ariatinte comiore
(@) Semicolons join independent clauses in a compound sentence If no coof CIRFHINE CoNjuncion
used, For example :
Mahinder seemed preoccupied; he answered our questions abruptly.
(&) Semicolons are used before a conjunctive adverb (transition wo
compound sentence. For example : .
as helped immediately.

The emergency room was crowded; however, Warren W P
: g g8 mmas. For example :
(c) Semicolons help avoid confusion in lists where there are already co ple:

We traveled to London, England, Paris, France, Berlin, Germany and Sofia, Bulgaria,

The Colon

Colons follow independent clauses and are used t
(@) Colons come after the independent clause and before the word, phrase, sentence, quotation, o

rd) that joins the clause; o,

o call attention to the information that comes aftar

list it is introducing. For example :
Gill has only one thing on his mind: girls. (word)

Gill has only one thing on his mind: the girl next door. (phrase)
Gill has only one thing on his mind: he wants to go out with Harjeet Kaur. (clause)

Gill has several things on his mind: his finals, his job, and Harjeet Kaur. (list)
(b) Never use a colon after a verb that directly introduces a list.

INCORRECT: The things on Gill's mind are: finals, work, and Linda.

CORRECT: The things on Gill's mind are finals, work, and Linda.

Double Inverted Commas
Double inverted commas are used to quote the exact words of person or from a text.

William Shakespeare said, “Procrastination is the thief of time."
It is said. “To err is human/ to forgive divine.”

Single Inverted Commas |
(a) Single inverted commas are used to indicate quoted material within a quotation.

The teacher said, “Milton’s writings were associated with the ‘Puritan ideology’ of his time."
The trainer warned, “Are you not aware? ‘Out of sight is out of mind".”

() Single inverted commas are used for the name of stories, articles, etc.
The story ‘The Blind Dog' has been written by R.K.Narayan.
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iy the beat fifen you can have,
Sy b
Once you reach home - by yaiy 1 Change In the Ideas presented In a sentence:
\ « YOU fre sure of
going today?

gachit I8 What you expect iy 1o
) s also used 1o point gy

. ¢ ord
as modifiers. For example . e from twenty-one to ninety-nine and with fractions 0%
Forty-two applicants
Two-thirds majority (two-thirds i b
adjective modifying majority)
€rs (two thirds is not bej active here because thirds isa
poun being modified by two) g useclas gn adjactivy et

(8 Usehyphens ina compound adjective only when it comes before the word itmodifies. Howeer:

some compound adjectives are always hyphenated, such as well-balanced. Look up compound

ndjt.'ctiw_:s in the dictionary if you are unsure whether or not to hyphenate them. For exanpis:
A well-liked author (an author whe is well liked )

a world-renowned (composer a composer who is world renowned )

(c) Use a hyphen with the prefixes ex-, self-, and all-; with the suffix -elect; and with all prefixes
before a proper noun or proper adjective. For example :

all-star, ex-mayor, pro-Canadian, senator-clect, anti-Semitic, non-European, self-control, self-
image.

{0, The Apostrophe

An apostrophe is used to show possession or to indicate where a letter has been omitted to form a
contraction. '

(a) To show possession, add an apostrophe and an -s to singular nouns or indefinite pronouns that
end in one or body.-For example :
Mohan's temper
Anyone’s problem
(b) Add only an apostrophe for plural possessive nouns ending in -s. For example :
My parents’ car. '
The musicians’ instruments.
() Add an apostrophe and an -s for plural possessive nouns that do not end in -s. For example :
The men's department.
My children's toys.
(d) Add an apostrophe and an -5 for singular possessive nouns that end in -s. For example :
Chris's cookbook.
The business’s system.
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AL Deopok Enghe™ ours, his
(¢) Do not use an npostrophe with possessive pfl!flﬁﬂl pronouns Including y n hb"- ity,
ours, their and whos i :
) Apostrophes are nlm{.;unl In contenetions, (WO words which hnil'E roeniooaRiiniitlo One, In
mark where the missing letter or letters would he. F'or exnmple :
I'am toI'm
| have o 've
who is i who's
let us © o let's
cannot o oean't
heis, sheis, itis : he's, she's, it's
You are i you're
they are :  they're :
(8) Avoid confusing it's with its. It's is a contraction for it is; its is a possessive pronoun,
1. The Question Mark/Sign of Interrogation .
(a) A direct question (or interrogative sentence) is followed by 2 question mark. For example .
When did Rohan buy a red shirt?
(6) Do not use a question mark after a declarative sentence that contains an indirect question, o,
example :
Radha wants to know when Rohan bought a red shirt.
12. The exclamation Mark
(a) An exclamatory sentence is followed by an exclamation mark. For example :
What a good movie!
(6) Use exclamation marks sparingly because they can unnecessarily exaggerate sentences,
For example :
Hussain was the most influential painter of his time! (Most emphasizes influential painter;
therefore, an exclamation point is not needed.)
13. Parentheses
It is used to set off additional information or ideas related to the idea expressed in a sentence.
For example ;
The corrupt officer (and this is how he is known throughout the locality) has finally been suspended.
The development (as it seems) was achieved by forcibly turning away the poor out from their
makeshift homes.
14. Ellipsis

An ellipsis is indicated by using three spaced dots. It is used to indicate the missing part of a

quotation. For example :
The General roared . . . We shall not give up.
The captain encouraged the team . . . and therefore, they fought till the end.
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