
Everything You Always Wanted To Know about Grammar*

but were afraid to ask

PUNCTUATION

Capitalization:


Remember that in English, we capitalize

· Days of the week, month and months of the year

· Proper nouns and adjectives (Mohawk River, Mexican cooking)

· Geographical names, organizations, business firms, government bodies, institutions, historical events and periods, nationalities, races, religions, brand names, ships, planes, monuments, awards, etc.

· Titles and family names (when it comes before the name - Director Felton)

· First word and all important words in a title, except articles (a,an,the), coordinating conjunctions, prepositions of fewer than 5 letters

· Words referring to the Deity

End Marks and Commas


End Marks are periods, question marks, and exclamation points - you should know how to use these!!  How could you not know after so much time here?  I hope you do.


Commas are used in the following circumstances:

· To separate items in a series

· Not needed before and unless needed to make meaning clear

· Not needed if all items in the series already have conjunctions

· Short, independent clauses may be separated by a comma

· To separate two or more adjectives preceding a noun

· Not before final adjective if part of the noun

· Be careful with adverbs mixed in with the adjectives

· Use a comma before and, but, or, nor, for, yet, so when they join independent clauses, unless the clauses are very short


· Use a comma to set off nonessential clauses and nonessential participial phrases

· Use a comma after certain introductory elements, like

· exclamatory words

· introductory participial phrase

· succession of introductory prepositional phrases

· introductory adverb clause

· Use a comma to set off expressions that interrupt the sentence, like

· appositive and appositive phrases

· words used in direct address

· parenthetical expressions

· Use a comma in certain conventional situations, like

· dates and addresses

· salutation of a letter

· names followed by degrees or titles

Other Marks of Punctuation


The Semicolon

· Use a semicolon between independent clauses not joined by a conjunction

· Use a semicolon between independent clauses joined by for example, for instance, that is, accordingly, moreover, nevertheless, furthermore, otherwise, therefore, however, consequently, instead, hence

Use a semicolon to separate items in a series if the items themselves contain commas

The Colon

· Use a colon to mean "note what follows"

· Before a list of items, especially after expressions like as follows, the following, etc.

· DO NOT use a colon after a verb or a preposition

· Before a long, formal statement

· Between independent clauses when the second clause explains or restates the idea in the first

· Use a colon in certain conventional situations, like

· between hour and minute

· chapter and verse in the Bible

· volume and page number

· salutation of a business letter

Other Stuff

1.
Use underlining (italics) for titles of books, plays, films, television programs, periodicals, works of art, long musical compositions, book length poems, etc.
2. 
Use quotation marks to enclose titles of articles, short stories, essays, poems, songs, chapters, and other parts of books or periodicals.

3. 
Use quotation marks to enclose a direct quotation - a person’s EXACT words.

4. 
A direct quotation always begins with a capital letter when it is a complete sentence.



Hester said, “No one may remove this scarlet letter.”



Hester said that no one “may remove this scarlet letter.”

5. 
A direct quotation is set off from the rest of the sentence by commas or by a question mark or an exclamation point.

6. 
Other marks of punctuation when used with quotation marks are placed according to the following rules:

· Commas and periods are always placed inside quotation marks.

· Colons and semicolons are always placed outside closing quotation marks.
· Question marks and exclamation points are placed inside the closing quotation marks if the quotation is a question or an exclamation; otherwise, they are placed outside.
Common Errors With Second Language Speakers

· Possessive Pronouns

· Tenses

· Verb form in questions

· Negative statement and question formation

· Subject-verb agreement

· Use of do, does, did

· Lack of third person singular "s"

· Tendency to use apostrophe with 3rd person singular (He sing's)

· Irregular verbs

· Spelling of past tense

· Have and has

· Contractions

· Use of apostrophe to show possession

· Word order in question forms

· Use of infinitives

· Complete sentences versus fragments

· Run on sentences

· In compositions, all verbs appear in simple form


