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Punauaion marks are symbols used to add clarity to writing. Withoutpunduation it
would bedifficult to determinethe exact meaning of sentences, as shown in thefollowing
example:

Mary said Hi Joehow are youdoing | havent seen youin alongtime
asoppod toE .
Mary said, (Hi, Joe, how are you doing?! haven®seen youin alongtime.O

Asyou can see, usng pundudion adds clarity to writing.

In this module you will learn to
I identify punduation marks.
I punduae sentences usng punduation rules.

There are 12 commonly used punduaion marks:

Apogrophe O Hyphen -

Colon : Parentheses ()
Comma : Period

Dash N Question Mark ?
Ellipsis Marks E QuotationMarks O O
Exclamation Point ! Semicolon

Practice: Thefollowing sentences from advertisements show how punduaion marks
are used. Write the name for each punduation mark used in the space provided. Thefirst
oneis completed as an example.

Here® an eye-opening offer. Aposgrophe hyphen, period

|sthisthe year youdl buy a car?

Desktop computer N never priced lower!

Brownies from scratch (with or without nuts).

Buy nowEt here@no better timel

APOSTROPHE ( O)

Apodrophes are used in writing contractions A contraction is a shorter way of writing
some pairs of words

Examples. arenotE aren® | amE 1@n SheisEs he®3



Apogrophesare used to show possession.
Example: Donnd3 car Thechild@toy Ted®@ adventure

If aword issingular, the apostrophe comes before the OsOIf an O®is added to
make theword plural, then the apogropheislast.

Examples.  Family@ car (1 family) FamiliesCcel ebrations(many families)
Parent@ hous (1 paent)  ParentsChouse (both parents)
Fox@den ( 1fox) FoxesOdens (many foxes)
Teache@plan (1teache)  TeachersOplans(many teachers)
State@ rights (1 state) StatesCrights (many states)

If aword ismade plural without afinal OsOthen the apogropheis still placed
before the OsO

Examples.  children@books
MenQ@ clothing

Singular wordsthat end in O®should still havethe aposrophe and O©to make
them plural.

Examples Lewis@  actress@

COLON( :)
A colon may beused after the salutation of a busness letter, between the hours and
minutes in expressing time (except in military time), to answer an implied question, and
to introduc alist.
Examples.  Dear Mr. Smith: 8:30A.M. 7:00P.M.

(military time would be written as 830,1130,200Q €tc.)

*The sadlad contained many vegetables: lettuce, tomatoes, and avocados
*| knowwhat you need: anice cup of tea.

*Colonstointroduce alist can only be used after a complete sentence.

Practice: Insert an apodropheor a colonin thefollowing sentences. Thefirst is
completed as an example:

| not eating any more of Guido@ pizza.

=

Shecant attend the party.

Dear Mr. Sndler Thisisan application for employment.

There are avariety of games scheduled tennis, racquetbdl, and volleybal.
Thetimeis exactly 103P.M.

A county should bejudgel by how it treats its most vulnerable people the
youngand theelderly.
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EXCLAMATION POINT (!)

Theexclamation pointis used to express astrongfeeling. It isused at theend of aword,
aphrase, or a sentence. Exclamation points are notusudly appropriate in mog expostory
writing.

Examples.  Help! Dad! Help!
Hurry! We are going to missthebus

ELLIPSISMARKS (E )

An€llipgs ( E ) isused to showwhen oneor more words are omitted in quated material
or an urfinished sentence. Use three ellipss marksif they are used to interruptthe
sentence. Use four ellipss marks (oneas a peiod) if they are used to finish the sentence.

Examples.  Thespeaker said, Q.oveyourworkEa nd follow your dream.O

Thesalary varies, and will depend onwork experience.
Thesaary rangevarieskt .

HYPHEN (-)

A hyphen isused to join thewordsin compoundnumbers.
Example: twenty-eight thirty-two

A hyphen is used between numbersin afraction.
Example: onefourth five-eighths

A hyphen is used between two adjectives when they are written before theword they
modify.

Example: heavy-duty wrench doublke-spaced copy
A hyphen is used after the prefixes self and ex when ex meansformer.
Example: self-sufficient ex-president

Practice: Place hyphenswhere they are needed.
1. Hedid onehdf thejob hewas suppo®d to do.
2. Theoff duty security guard stoppel the car thieves.
3. Thevice president told him hewas fired.
4. They later foundouthewas an ex con.



DASH (N )

Dashes set off lists, added material, or explanaions. In thisregard, they can fundionlike
colons butareused in less formal writing, or when alist occurs at the beginning of a
sentence.

Example: Thevillain promised to return the hogagesN in body bags
A monkey, two parrots, two pythondN his pets certainly are exotic.

Dashes can beused like paentheses to set off materia tha interrupts theflow of the
sentence when tha material needs special attention. Parentheses are used for less
important material.

Example:  FrankN the guy who broke Sarah® heart and stole her carN now dates her
Sister.

Dashes are used aroundmateria tha would nomally be set off with commas, when that
material aso containscommeas.

Example: We hiredNDanieIIeN awise-cracking, no-nonsense, well-dressed
secretaryN to manage cusomer service.

PARENTHESES[ ()]

Parentheses are used aroundwordsinduded in a sentence to add information. These
wordshdp make theidea clearer.

Example: The Duong®children (Kim and Tran) spesk Laotian.
Parentheses are used to endose letters or figures that mark itemsin a series.

Example: They came up with three choices: (1) visit the Grand Canyon, (2) take
acruise to the Bahamas, or (3) fly to London

Practice: Insert parentheses in each of thefollowing sentences. Thefirst oneis
completed as an example.

Thegirls (Sally and Martine) packed a nice lunch: ham sandwiches, pickles,
and chips.

1. Three metas steel, chrome, and aluminumwere included in the sculpture.
2. Themain contendas Smith, Granville, and Louter were present at the meeting.
3. Dr. Smith@term as supeintendent 1978D1989was very profitable.

PERIOD ( .)

Thepeiodisthemod frequently used punduaion mark. A periodis used at theend of a
sentence.

Example: The Castroshave been married for 25 years.
A peiodisused after aninitial and after an abbreviated word.



Exampless C.J Barrett Mrs. Dr. PM. Co.

QUESTION MARK (?)

A question mark is used at the end of a sentence tha asks a direct question. A question
mark should notbe used after an indirect question.

Examples.  Wha are your plansafter you finish the coametology training?
Shewas asked if shewanted afull-time job.

Practice: Insert apeiodor question mark (?) in the following sentences. Thefirst oneis
completed as an example.

Sheila asked, OAewegoingat 7 A.M. or 7 P.M.?0
1. Hewasintroducd to Mr Reynolds

2. Wha isthe name of tha song

3. Hank didn® say where hewent after 2:15 AM

5. How many applicants are there for thejob

QUOTATION MARKS ( OE.O)

Quotation marks are used to punduate titles of poens, songs, magazine articles, stories,
and chgpters of booksor newspgpers.

Examples.  Thesong, QPop Goes the Weasel,Ois popular with children.
The section entitled, Onterviewing Tips Owas very hdpful.

Quotation marks are used before and after adirect quotation and to emphasize certain
words

Examples.  OresOsaid theteacher. O ou®e going to have afind exam.O
He thinks his project is Gupeaior.O

If aquoted passageindudes material tha would normally have quotes, single quotks are
used.

Examples  Mary said, Q read The Raven&or class.O

Qe can®go to the movies,OSam said, hecause | am suffering
from Ontestind mischief. @

SEMICOLON (;)

A semicolonis used to join two indgpendent clauses not connected by a conjundionlike
and, but, for, oror.

Example: Albet gets up early; thisisthebest time for him to study.



A semicolonis used to join two indgoendent clauses tha are connected by atrangtiond
expression. Some trangtiond expressionsindudehowever, therefore, meanwhile, finally,
and for exanple.

Example: The Cdlahansare going to Mexico on vacation; however, thar
children are going to summer camp.

Semicolonsare also used to clarify itemsin a series when each item contains commas.

Examples.  Thecommittee indudes Meg Murray, noted psychiatrist; Tom
Sullivan, award-winning author; and Clark Phillips legenday
director.

We packed coas, has, and gloves for playingin the snow;
cookies, apples, and chips for snacks; and cards books and board
games for entertainment.

Practice: Insert quotation marks or semicolonsin each of thefollowing sentences. The
first oneis completed as an example.

OAve MariaQis till popular at weddings
1. Thetranwaslateit arrived two hours behind schedule.
2. Heisan early riser however, heis aways late for work.

3. Thetrioistaented Bill on piano, Greg on bass, and Joyce ondrums all play well
togaher.

4. Theleader said Be postive and have a can-do attitude

5. They indsted on bringing bathing suits, towels, and snorkels for the pool beach
bdls, Frisbees, and palsfor thebeach and racqués, bdls, and sunvisors for the
tennis courts.

COMMAS
Commas are used mainly as follows:
1. To sepaate itemsin a series.
2. To set off introdudory material.
3. Before and after wordsthat interrupttheflow of thoughtin a sentence.
4. Between two complete thoughs connected by and, but, for, or, nor, so, yet.
5. To set off adirect quotationfrom therest of a sentence.
6. For certain everyday material.

It is hdpful to remember tha the comma often marks a dight pause, or break, in a
sentence. Read aloudthe sentence examples given for each rule, and listen for the minor
pauses, or breaks, tha are signded by commas.



1. Comma Between Items|In A Series.
Do you drink teawith milk, lemon, or hong/?

Today thedishwasher stoppel working, thegarbage bag split, and therefrigerator
turned into an icebox.

Thetelevision talk show hog annoyel him each time he stuttered, said, Qm,Oor
repeated himself.

Note: A commamay notbe necessary if usngtheword and between two descriptive
words soundsmore naural.
Example: Ingead of saying: Jan awokefromarestless, nightmare-filled

deep.
You could say: Jan awokefrom arestless and nightmare-filled

deep.
But notice in thefollowing sentence tha the descriptive words do not soundnaural when
andisinserted between them. In such cases, no commais used.

Wandadrove a bright blue Corvette. (A bright and blue Corvette doesn®sound
right, so nocommais used.)

2. CommasTo Set Off Introductory Material.
Example: When the president entered, theroom became hushed.

Practice: Place commas after introdudory materia. Thefirst oneis completed as an
example.

Quietly entering the room, the man looked around asif expecting someone.

1. Feeling brave and silly at the same time Tony volunteered to go on stage and
hdp the magician.

2. While | was eating my tunasandwich the cats circled my chair like hungy
shaks.

3. Because my parents died when | was young | have learned to look after
myself. Even thoughl am now indgpendent | still carry a specia londiness
within me.

4. At firgt putting extra hot peppe flakes on the pizza seemed like a goodidea.
However | felt othewise when flames seemed about to shoot out of my
mouth.

3. Comma Around Words Interrupting The Flow Of Thought

Use commas before and after words or phrases tha interrupttheflow of thoughtin a
sentence.

My brother, a sports nut, ownsover five thousnd basebdl cards
Tha game show, at longlast, has been canceled.



Thechildren used theold Buick, ruged from disuse, as a backyard clubhoug.

Usudly you can thearOwordstha interrupttheflow of thoughtin a sentence. However,
if you are notsure that certain wordsare interrupters, removethem from the sentence for
amoment. If it still makes sense withoutthewords you know that thewordsare
interrupters and theinformation they give is nonessential. Such nonessential information
is set off with commas. In the sentence

Dody Thompson, who lives next doar, won thejavelin-throwing compdition.

Thewordswho lives next door are extrainformation, not needed to identify the subject of
the sentence, Dody Thonpson. Put commas aroundsuch nonessential information. On the
other hand, in the sentence

Thewoman who lives next doorwon thejavelin-throwing competition.

Thewordswho lives next door supply essential informationN information nesded for us
to identify thewoman bang spoken of. If thewords were removed from the sentence, we
would no longe know who won the competition. Commas are not used aroundsuch
essential information.

Hereis anothe example:
Wilson Hall, which thetornado destroyed, was ninety years old.

Here the wordswhich thetornadodestroyed are extra information, not needed to identify
the subject of the sentence, Wilson Hall. Commas go aroundsuch non-essential
information. On the other hand, in the sentence

Thebuilding which thetornado destroyed was ninety years old.

Thewordswhich thetornadodestroyed are needed to identify the building. Commas are
not used aroundsuch essential information.

As noted above however, mog of thetime youwill be able to GhearOwordsthat interrupt
theflow of thoughtin a sentence and will not have to think aboutwhether thewordsare
essential or nonessential.

Practice: Use commasto set off interrupting words. Thefirst oneis completed as an
example.

The graduating students, in a lag attempt to rebel, wore blue jeansto the
ceremony.

1. On Friday my day off | wentto get aharcut.

2. Draculawho had away with women is Tony@favorite movie hero. He feels
tha the Wolfman on the other hand showed no classin handling women.

3. Many people forge tha Franklin Roosevelt oneof our mog effective presi-
dents was also handicapped.

4. Mowingthegrass especiadly when it issix inches highis my least favorite job.

5. A jar of chicken noodk soupwhich was al therewas in therefrigerator did
not make for avery satisfying meal.



4. Comma between Complete Thoughts
Use a comma between two complete thoughs connected by and, but, for, or, nor, so, yet.

Example: Thewedding was scheduled for four o®lodk, butthebridechanged her
mind at two.

We could always tell when ouringructor felt disorganized, for his shirt would not
betudcked in.

Rich has to work on Monday nights, so hetapesthe TV footbdl game on his
digital recorder.

Note: Be careful notto use acommain sentences having onesubject and a doubke verb.
The commalis used only in sentences made up of two complete thoughs (two subjects
and two verbs). In thefollowing sentence, thereisonly onesubject (Bill) with adoublke
verb (will go andforget). Therefore, no commais needed:

Bill will go partying tonight and forget all abouttomorrow( exam.

Likewise, thefollowing sentence has only onesubject (Rita) and adoubke verb (was and
will work); therefore, no commais needed:

Ritawas awaitress at the Holiday Innlast summer and probably will work
there this summer.

Practice: Place acomma before ajoiningword that connects two complete thoughs (two
subjects and 1 verb). Remember, do not place a comma within sentences tha have only
onesubject and adoubke verb. Thefirst oneis completed as an example.

Theorangesin therefrigerator were covered with blue mold, and the
potatoesin the cupboard felt like sponges.

1. All thedacksintheshopwere onsae butnotasingle par was my size.

2. Marthaoften window-shopsin the malls for hous and comes home without
buying anything.

3. Tonyleft thedentist® office with his mouth still numb from Novocin and he
talked with alisp for two hous.

4. | coveared thewalls with three coas of white pant but the purple color
undeneath still showed through

5. Thecar squedled down theentrance ramp and sped recklessy out onto the
freeway.

6. Thealiensinthesciencefictionfilm visited our planet in peace but we greeted
them with violence.

7. | fdtlike shouing at the gang of boysbut didn® dare open my mouth.

8. Lenny claims hewants to succeed in college but he has missed classes all
semester.
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5. Comma with Direct Quotations

Use acommarto set off adirect quottion fromtherest of a sentence.
His father shouted, OVhy don®you go outand get ajob?0
GDur modean world has log a sense of the sacredness of life,Othe spesker said.
No,0said Celiato Jerry. @ won®go to theroller derby with you.O

(Can anyoneremember,Owrote Emerson, Qvhen thetimes were nothard and
money not scarce?0

Note: Commas and periodsat the end of a quaation go insde quotation marks, unless
parenthetical citationis used to doaument a source.

Example: According to thearticle, over 20 percent of theresults were
incorrectO(Smith 387).

Practice: Use commasto set off quaationsfromtherest of the sentence. Thefirst
oneis completed as an example.

Theman yelled, OGll an ambulance, somebody! O

1. My patner onthedance floor ssid on®be so stiff. Youlookasif youd
swallowed an umbrella.O

2. The question on theanaomy test read QWhat human organ grows faster )
than any other, never stopsgrowing, and always remainsthe same size?0O

3. The student behind me whispered OVha timeisit?0

6. Comma with Everyday Material

Use acomma with certain everyday material, such as personsspoken to, daes, addresses,
openingsand clogngsof letters, and nunbers.

Persons Spoken To
Tina, goto bed if you®e notfeeling well.
Are you coming with us Bob?
Dates
March 4, 1992 iswhen Marthaburied her third husband.

Addresses
Tony®@grandpaents live at 183RoxbomoughAvenue Cleveland, Ohio 44112

(Note: No commaiis used to mark off the zip code Indudetwo spaces between
state and zip code)
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Openingsand closngsof letters
Dear Larry,
Sincerely yours,
Truly yours,

(Note: Informal letters, a colonis used after the opening: Dear Sir: or Dear
Madam: )

Numbers

Thedishonest dealer tumed the used car@ odoneter from 98,170 milesto 39,170
miles.
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Practice: Putting it all togeher. Place punctuation where needed.

10.

11.

12.

13.

14.

15.
16.

Baggy threadbae jeansthe kind mothers like to throw away are my favorite
After pundhing thealarm clock with his fist Hank turned over and went back to
sleep

She thought she was studying astronomy when she was really studying
astrology her first report was on sun signs

Holding a bated trap Clyde cautioudy approached the gigantic mouse hole In
addition hehdd abroomin his hand

Supaman bdievesin truth judice and the American way

My fathers typical swimming lesson was to talk to me calmly hold my hand
firmly then throw me into the pool

Pauls secret recipe induded red wine mushroons salt peppa and oregano
however | still think there was something else

Also hewore awhite ha when he cooked imagining himself aworld class chef
A sudden breeze knodked over the glass placed precarioudy on the edge of the
table as Mothe screamed Quick Closethewindow

| love to cook and eat Italian food especially spagheti and lasagna

Theguest list for the party was impressive Chris Bolton representative
Margaret Smythe ambassador Friedrich Wallace ombudsnan and Ernie
Mathers senator

Rita usudly always pundud did not show up at her job and probably won®be
in class tonight either

Cindy stated But | thoudht they lived in Baltimore Maryland for twenty five
years not Hoboken New Jersey

July 4 1776 was when the Declaration of Independence was adopied

Thewaiter announed tha salad soup or dessert came with the meal

Connie said in a sarcastic tone Thank you for hdping
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17.
18.
19.

20.

21.
22.
23.
24.
25.

26.
27.
28.
29.
30.

31.

32.
33.
34.
35.
36.
37.
38.

In her opinion Mr. Howard her math teacher had no sense of humor

Oh yeah, Johnsnarled They re going to the movie over my dead body

After the movie they walked to the car unaware tha John was waiting in the
darkness his handsclenched at his sides

Mitch and Dennis both work hard and get goodgrades Bill on the other hand
would rather gofishing

Leah my brainy sister cheated her way through high school

Can you bdieve tha Clarence thar youngest was bom on March 2 1980

The childrens game soongot out of hand the monitor had to step in

TheUS Coast Guard protector of Americas shores was hdd responsble.

Her fathers find words to he dae were Drive carefullyEand have my
daughter back by midnight or else

The speaker said Follow your heartE and you will find your dream.

Who could pass thisup cherries at 98 cents apound

Fire Fire Somebody call 911

This modd heexplained had a heavy duty exterior finish

Five of the students Megan Noriko Chris Tony and Liza were awarded first
prizes

They were told to do it in this order 1 make sandwiches 2 pack bagsand 3 load
car

Success has made him very self satisfied don®you agree

Does Mitch theword processor work from 830A M t0 430P M

Yes said Yuki Sadako ismy hdf sister

Yourenotalone My friend Paul the ex cop will accompany you

Did you see the car that sped aroundthe cormer It sprayed slush on everyone

It was agreat map no matter how | tried | still could notfind my destination

Are you aware tha thisis ourtop qudity extra strength stain remover
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39.

40.

41.

42.

43.

44.

45,

46.

47.

48.

49.
50.

Oh no | couldn®possibly goto the paty if sheisthere

| expected you to set a better example for the others Mike

The movie stars Kitty Litter and Dredge Rivers were married on September 12
1991andlived in Los Angdes Californiafor onemonth

They received 75000 congatulatory fan letters and were given picture
contracts worth $300000in the first week of their marriage

Kitty left Dredge on Octobea 12 1991 and ran off with their marriage counselor
adecision sheregrets to this day

We packed a good lundh for the trip apples oranges and grapes for snacks
veggie wraps sandwiches and celery sticks for the main meal and grape juice
water and colafor drinks

The scientific evidence from a study of two hunded subjects indicates tha a
high fat high protein diet is notthe mos healthy Fowler 27

Shewould have attended Juilliard or so we thoughthad it not been for meeting
Julian onefateful day in the park

Mark pointed out tha according to Jones 1989there are billions of gdaxies yet
to be discovered

Mark grabbed a tiny towel bolted out of the bahroom ran toward the phone
and picked it upjug as it stopped ringing

My God man pull yourself together said Horace as he sat down

Wow Her singing was really awesome
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