




Punctuation allows the authors writing to be easy to read and understandable for the reader.

•Full stop,  Period (.) Comma (,) 
• Inverted commas (“ ”) Question mark (?) 
•Exclamation mark (!) Semi colon (;) 
•Colon (:) Dash (-) 
•Apostrophe ( ‘) Brackets ( () ) 
•Hyphen (_) Capitals( A,B,C--) 



◆ at the end of declarative sentences and other statements thought to be 
complete.” 
I hope this homework pleases the teacher.
He is going to school. I am a good boy. I always do my work myself. 
◆ Full Stop / Period (.) marks the end of a sentence that is a complete 
statement: 
My name's Beth and I was 18 in July. 
After leaving school, she went to work in an insurance company. 
◆ to mark the end of a group of words that don't form a conventional 
sentence, so as to emphasize a statement: 
I keep reliving that moment. Over and over again. 



◆ in some abbreviations, for example etc.,  Short.
Dec.( december), or p.m.Prime misniter , A.M., P.M., 
Note : If an abbreviation with a full stop comes at the end of a 
sentence you don't need to add another full stop.
Yesterday I met the P.M.( prime minister)
◆ in website and email addresses: www.oup.com www.google.com
◆to separate hour from minute or minute from second, date, month  
and year. 
This programme will be on air on 9.30 A.M.
It have been  5.30 minutes since you started doing this work.
Today is 08.06.2020.

http://www.oup.com/


A comma marks a slight break between different parts of a
sentence. Used properly, commas make the meaning of sentences
clear by grouping and separating words, phrases, and clauses.

Comma can be used
 Within a sentence, the comma is easily the most important punctuation

mark. Its most typical use is to separate main clouse joined by
conjunction such as : and, or, for, but and nor.

 The cottage was almost ruined , but its garden was lovely.
 To separate non essential elements from the sentence.

tell him, if you see him, that he has passed.
◆ To separate items in a list. Remember there must be ‘and’ before the
last one.
I bought some pens, a pencil, a file, a pad, a ruler and an eraser.



◆To separate a list of main clauses.
Jack was doing his homework, his sister was practising the piano, their father was reading the paper and
the baby was crying.

To indicate words left out
Minister is responsible to the prime minister, Prime Minister is responsible to the President.

Between clauses when the clauses are contrasted, long and complete.
the cottage was old, but the garden was new.

the cottage almost in ruins, and the garden was a mess.
To main clauses are separated by commas even though they have no conjunctions

the higher the price, the better the quality of living is.
Before short comment, clauses .

you are wrong, you know it very well.
Ellipsis is the omission of certain words. In the following sentences what is omitted in an 
element given in earlier clause.

Ravi loved Neha;Rajesh,Reena.
Antony loved Cleopetra; Romeo, Juliot.



◆ Letter Salutations: Dear Uncle John , 
Separation of two complete sentences: We went to the movies , and we went to the 

beach.
◆To separate the subordinate clause from the main clause
when starting the sentence with a subordinating conjunction.
Because she was ill, she stayed at home.
◆ to indicate a separation of ideas or elements within the structure of a sentence.”
Additionally, it is used in letter writing after the salutation and closing.
My dear uncle,
◆After a participial phrase at the beginning of a sentence.
Looking out of the window, she realised it was raining.
◆To separate phrases in the middle of a main clause.
The girl, tall and elegant, stepped into her car.
The teacher said, “Come here”.



◆ in direct speech Reporting verb ( , ) 
Steve replied, 'No problem.‘
'No problem.‘, Steve replied.
at the end of a piece of direct speech, if the speech comes before the 
information about who is speaking. In this case, the comma goes inside the 
quotation mark:
'I don't agree,' I replied 'Here we are,' they said. I replied, 

◆ to mark off parts of a sentence 
Commas are used to separate a part of a sentence that is an optional 'aside' 
and not part of the main statement. 
Gunpowder is not, of course, a chemical compound. His latest film, Calypso 
Dreams, opens next month. 







Sentences satrting with the form of :
Be is , Am, Are will , shall , will be shall be
Do do , does. did 
Have has , have , had will have been, shall have been 

Whom

How 
often

Whose

How 
much

What 
for 

How 
many

How 
old

How 
long 

How 
far

What 
for 

What 
for 

How 
about







 at the end of a strong command, an interjection, or an emphatic declaration.
Stop!” he yelled. “You’ve got two flat tires!”
“I’ve had it with your lies!” “Get off my lawn!”
 to convey extreme emotion at the end of a question.
What is wrong with you! Stop writing on the walls!
 In informal writing, the same sentiment can be expressed with a combined question 

mark and exclamation point, as follows:
What is wrong with you?! Stop writing on the walls!
Both methods are acceptable; if you are taking a writing class, be sure to get your 
instructor’s input on which method he or she prefers.



to accompany sounds produced mimetically, as illustrated.
My dog made a loud ruff! to alert me of the intruder’s presence.
The mountain lion went Grr! and the hikers backed away slowly.

When an exclamation point is part of an underlined or italicized phrase or title, be 
sure that it is also underlined or italicized.
I just want him to stop!
My favorite Dr. Seuss book is Horton Hears a Who!
As in the second example, the exclamation point in the title of a book, movie, or play 
should not be followed by a period if it concludes a sentence.
When an exclamation point is not part of an italicized phrase or title that comes at 
the end a sentence, it should not be italicized.
I’ve already asked you to stop playing Achy Breaky Heart!





The semicolon ; indicator of a pause , more important than that of comma.
first recorded in England in 1644. 
main task :  to mark a break that is stronger than a comma but not as final as 
a full stop.  
◆ to separate sentences when you don’t wish to use a full stop. 
Usually the sentence following a semicolon is closely linked to the previous 
one. 
Both sentences must contain a main clause. They must make complete sense 
on their own. There is no capital letter after a semicolon.
He looked up at the sky dark;clouds indicated a storm.
◆ In the preceding example two simple sentences have been separated by a 
semicolon. A full stop could have been used instead.
He looked up at the sky. Dark clouds indicated a storm.



◆ between two main clauses that balance each other and are too closely
linked to be made into separate sentences.
The road runs through a beautiful wooded valley; the railway line follows
it.An art director searched North Africa; I went to the Canary Islands.
◆ as a stronger division in a sentence that already contains commas:
The study showed the following: 76% of surveyed firms monitor
employee Web-surfing activities, with 65% blocking access to
unauthorized Internet locations; over one-third of the firms monitor
employee computer keystrokes; half reported storing and reviewing
employee emails; 57% monitor employee telephone behavior, including
the inappropriate use of voicemail.



Emphasising a contrast
Claire passed the test with flying colours; Laura failed.
‘Laura failed’ stands in stark contrast to the previous sentence.
to separate a list of items when these contain commas. In this case 
clauses are not used.

Those present at the conference were the Chairman of the Governors, 
Mr Joshi ; the Headmistress, Ms Mathur; the Deputy, Mr Ahluwalia; 
two members of staff, Mrs Kishor and Mr Aniruddh.



COLON ;
The colon was adopted into the English language in the sixteenth century. It is not one 
of the most frequently used punctuation marks. Like the semicolon, it is also not 
followed by a capital letter. 
◆ To introduce examples expanding the previous sentence.
It had not rained for months: the ground was dry, the animals were dying and there was 
nothing to harvest.

◆ To introduce a list.
The following items were put into the auction: a Victorian gilt mirror, a Constable 
painting, an Edwardian chair and a tapestry needlecase.
◆ To emphasise two main clauses.
To err is human: to forgive, divine (the finite verb ‘is’ is understood).
◆ To reinforce the previous sentence.
I have no sense of direction: I always get lost when I visit a new town.



An em dash, or long dash, is used:
in pairs, to mark off information or ideas that are not essential to an understanding of
the rest of the sentence:
Thousands of children—like the girl in this photograph—have been left homeless.
My son—where has he gone?—would like to meet you.
to show other kinds of break in a sentence where a comma, semicolon,
or colon would be traditionally used:

One thing’s for sure — he doesn’t want to face the truth.
Things have changed a lot in the last year—mainly for the better.

Note : that there is no space added on either side of an em dash.
Em dashes are especially common in informal writing, such as personal emails or
blogs, but it’s best to use them sparingly when you are writing formally.

https://www.lexico.com/grammar/comma
https://www.lexico.com/grammar/semicolon
https://www.lexico.com/grammar/punctuation/colon


Hyphens are used to link words and parts of words. They are not as common today as 
they used to be, but there are three main cases where you should use them:
in compound words
to join prefixes to other words
to show word breaks
Hyphens in compound words
Hyphens are used in many compound words to show that the component words have a 
combined meaning (e.g. a pick-me-up, mother-in-law, good-hearted) or that there is a 
relationship between the words that make up the compound: for example, rock-forming 
minerals are minerals that form rocks. But you don’t need to use them in every type of 
compound word. 

Hyphens -

https://www.lexico.com/definition/common
https://www.lexico.com/grammar/hyphen#hyphens_in_compound_words
https://www.lexico.com/grammar/hyphen#hyphens_joining_prefixes
https://www.lexico.com/grammar/hyphen#hyphens_showing_word_breaks
https://www.lexico.com/definition/compound
https://www.lexico.com/definition/component
https://www.lexico.com/definition/pick-me-up
https://www.lexico.com/definition/mother-in-law
https://www.lexico.com/definition/good-hearted
https://www.lexico.com/definition/mineral


noun + adjective noun + participle adjective + participle

accident-prone good-looking

sugar-free power-driven quick-thinking

carbon-neutral user-generated bad-tempered

sport-mad custom-built fair-haired

camera-ready muddle-headed open-mouthed

Compound adjectives
Compound adjectives are made up of a noun + an adjective, a noun + a participle, or 
an adjective + a participle. Many compound adjectives should be hyphenated. Here 
are some examples:

https://www.lexico.com/grammar/grammar-a-z#participle
https://www.lexico.com/grammar/grammar-a-z#participle


With compound adjectives formed from the adverb well and a participle (e.g. well-
known), or from a phrase (e.g. up-to-date), you should use a hyphen when the
compound comes before the noun:
well-known brands of coffee an up-to-date account

but not when the compound comes after the noun:
His music was also well known in England.
Their figures are up to date.

It’s important to use hyphens in compound adjectives describing ages and lengths of
time: leaving them out can make the meaning ambiguous. For example, 250-year-old
trees clearly refers to trees that are 250 years old, while 250 year old
trees could equally refer to 250 trees that are all one year old.

https://www.lexico.com/definition/ambiguous
https://www.lexico.com/definition/equally


noun verb

an ice skate to ice-skate

a booby trap to booby-trap

a spot check to spot-check

a court martial to court-martial

Compound verbs
Use a hyphen when a compound formed from two nouns is 
made into a verb, for example:



Phrasal verb Example

build up You should continue to build up your pension.

break in They broke in by forcing a lock on the door.

stop off We stopped off in Hawaii on the way home.

Phrasal verbs
You should NOT put a hyphen within phrasal verbs – verbs made  up of a 
main verb and an adverb or preposition. For example:

If a phrasal verb is made into a noun, though, use a hyphen:
Noun Example

build-up There was a build-up of traffic on the ring road.

break-in The house was unoccupied at the time of the break-in.

stop-off We knew there would be a stop-off in Singapore for refuelling.

https://www.lexico.com/grammar/word-classes/verbs#phrasal_verbs


Compound nouns
A compound noun is one consisting of two component nouns. In principle, such nouns 
can be written in one of three different ways:
one word two words hyphenated

aircrew air crew air-crew

playgroup play group play-group

chatroom chat room chat-room

• common second element in all but the last word of a list, e.g.:
You may see a yield that is two-, three-, or fourfold.
• to separate a prefix from a name or date, e.g. post-Aristotelian or pre-1900.
• Use a hyphen to avoid confusion with another word: for example, to distinguish re-

cover (= provide something with a new cover) from recover (= get well again).

https://www.lexico.com/definition/consist
https://www.lexico.com/definition/principle
https://www.lexico.com/definition/distinguish


A sign to mark any noun, possession and to indicate contracted forms.

Possessive common nouns are common nouns or pronouns that own other nouns. Apostrophes are 
used to indicate this possession in the following ways:
If the noun does not end in -s (in most cases this means it is singular), add -'s.
Here are two examples:
The bike's handlebars were bent in the crash.
The boy's sister traveled by bus to meet us.
If the noun is singular and ends in -s, add -'s, as in the following examples:
My boss's job at the bank was eliminated due to budget cuts.
The class's average grade was impressive.
If the noun is plural and ends in -s, add only an a

If the noun is plural and ends in -s, add only an apostrophe.
The clowns' shoes protruded from the windows of the Volkswagen.
Both bananas' peels had turned brown.
If the noun is plural and does not end in -s, add -'s.
The children's play received a standing ovation.
The geese's precise formation in the sky impressed the pedestrians.

https://www.scribendi.com/advice/all_about_nouns.en.html


Some words or phrases are awkward to pronounce when the apostrophe is added ("geese's 
precise formation," for example). An author always has the option of rewriting the sentence 
to avoid this problem ("The precise formation of the geese...").
If multiple nouns jointly own another noun, use an apostrophe only on the final noun listed. 
In this sentence, one car belongs to both the man and the woman.
The man and woman's car was badly damaged.
If multiple nouns each possess another noun individually, each noun should have an 
apostrophe. In this sentence, there are two separate motivations, each owned by a different 
person.
The student's and the teacher's motivations were in conflict.
If a compound noun owns another noun, add the apostrophe only to the last element.
My sister-in-law's love of shopping knows no limits.
The president-elect's agenda proposed no major policy changes.
If an indefinite pronoun (a noun that refers to no specific person or thing) owns a noun, add 
-'s.
Someone's car is parked in the loading zone.
Does anybody's key fit this lock?

https://www.scribendi.com/advice/parts_of_speech_pronouns.en.html


Proper nouns and apostrophes
Possessive proper nouns are the capitalized names of specific persons, places, or things. 
We recommend following the same rules for apostrophe use on proper nouns as you would 
on common nouns. For example:
If the name does not end in -s, add -'s.
Sally's hair was blond and curly.
The Boston Globe's editorial page is popular.
If the name ends in -s and the pronunciation is not terribly awkward, add -'s.
Robert Burns's poetry is difficult to understand.
Charles Dickens's novels contain an astonishing number of characters.
There are a few exceptions to this rule, of course. One common deviation occurs when only 
an apostrophe is added to proper nouns that end in -s: Jesus, Moses, and Greek names of 
more than one syllable ending in -es.
In Sunday school, we studied Jesus' nativity and Moses' parting of the Red Sea.
Sophocles' plays make one wonder what kind of relationship he had with his parents.



Contractions should not confuse ESL writers
Contractions are shortened versions of words or phrases typically limited to casual speech 
or writing. Avoid the use of contractions in formal and professional writing. When writing 
a contraction, remember that an apostrophe marks the place where letters have been 
omitted. For example:
Don't forget to vote! (Don't is a contraction of do not; the o in not has been omitted.)
I'm so sick of this cold weather. (I'm is a contraction of I am; the a in am has been 
omitted.)
An apostrophe is also used to indicate the omission of the first two digits of a year or 
years.
The members of the class of '98 have all gone on to be successful.
The pre-Depression era of the '20s was a time of social change and material excess.



When NOT to use an apostrophe
The most common apostrophe error is the addition of an apostrophe where one is not 
needed. We have found apostrophes in some pretty strange places. The following are some 
of the most frequently made errors:
Do not use an apostrophe in the possessive pronouns whose, ours, yours, his, hers, its, or 
theirs.
Do not use an apostrophe in nouns that are plural but not possessive, such as CDs, 1000s, 
or 1960s.
Do not use an apostrophe in verbs. Apostrophes sometimes show up in verbs that end in -s, 
such as marks, sees, or finds.
Some apostrophe mistakes involve the confusion of two words that sound the same but 
have different meanings.
Confusion of its and it's. Its is a possessive pronoun, while it's is a contraction of it is.
The dog pulled on its leash.
I just realized it's time to go!

https://www.scribendi.com/advice/all_about_verbs.en.html


Confusion of your and you're. Your is a possessive pronoun, while you're is a contraction 
of you are.
Don't forget your umbrella.
You're the worst dancer I've ever seen.
Confusion of whose and who's. Whose is a possessive pronoun, while who's is a 
contraction of who is.
Whose turn is it to take out the trash?
I wonder who's going to play Hamlet.
When in doubt over whether to use an apostrophe, think about the word's (or words') 
meaning. Does this noun own something? Are two separate words being combined into 
one contraction?
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