— Punctuation and
Capital Letters

D

e Students will understand the importance and function of punctuation marks in writing.
* They will identify the role of punctuation in clarifying meaning and separating ideas.
* They will apply punctuation marks accurately to improve sentence structure and readability.

(a) @ (b) @ (c)

Punctuation is the use of full stops, commas, question marks and exclamation marks etc. in
the correct place in a sentence. Punctuation marks have great importance in writing language.
Punctuation marks make our written work clear and the reader can understand what we want
to say.

1. Fullstop(.)
Afull stop (.) marks the longest pause. Itis used:
» attheendofanassertive orimperative sentence
Example: Amanisanintelligentboy.
» afterabbreviations andinitials
Examples:
1. Dr.A.K.Goswami 2. B.A.—Bachelorof Arts
» inadecimalfraction

Examples:
1. 154 2. 94.02
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2. Comma
A comma represents a shorter pause. Itis used:
» Toseparateallist of wordsin asentence
Example: Myfatherboughtawatch, coat, two school bags and three t-shirts.
» Toseparate phrasesinasentence
Example: Mahatma Gandhi, the father of the nation, believed in non-violence.
» Toseparate a noun of address or to mark the nominative of address
Example: Maylcomein, Madam?
» Afteryes, noand please
Example:  Yes,youcango.
» Toseparate adirectspeech from therest of the sentence
Example:  “Truthalwaystriumphs,” said Sachin.
» Toseparate a statement from a question tag.
Example: Sheinvitedyou, didn’tshe?
3. Question Mark(?)
A question mark (?)is used at the end of aninterrogative sentence.
Example: Whatisthe name ofyourschool ?

A. Insertfullstop (.) or question mark (?) where necessary in the following sentences.

1. Vishalismybestfriend
y @ <4]] Skills/Level

2. Whoisyour principal @ WRITING/AT
3. MrGandhiisthe member of Parliament @
4. Whereisyourfather @

WRITING/A1

B. Insertcommas(,), where necessaryinthe following sentences. <é]] Skills/Level

1. RiyaNishaPriya Meghaand Simiare friends.

2. Indialapan Myanmar Bhutan Nepal and Bangladesh are Asian countries.
3. Veenacome here.
4

Give me a mug of coffee please.



https://www.edubull.com/qr/qr-url?p=860B6C384781
https://www.edubull.com/qr/qr-url?p=9226E65596F0

Exclamatory Mark(!)

The exclamatory mark (!) is used at the end of an exclamatory sentence.

Example: Howbigthehouseis!
4]] Skills/Level
Write some sentences using exclamatory mark (!). WRITING/A2

LA S

Semicolon (;)

A semicolon (;) shows a greater pause than that of a comma. It is used instead of the
conjunctionsand, butand so.

Example: Yesterdayitwas hot;todayitis cold.
Colon:

Acolon (:) shows a greater pause than the semicolon (;).
Acolon (:)is usedtointroduce alist of things.

Example: Thetrainrunson certain days:Sunday, Wednesday, Friday.

Rewrite the following sentences inserting £ ) SKils/Level
semicolon (;) or colon (:), where necessary. WRITING/A2

1. [lwillvisit Frankfurt, Germany, Colombo, SriLanka and New York, America.

2. lcame,lsaw,|conquered.

3. | need the following things two pens, three pencils, four notebooks and one geometry
box.

4. October2,1869, August 15,1947, January 26,1950, are important dates.
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Inverted Commas (“ ”)

Inverted commas or quotation marks (“ ”) are used to enclose the exact words spoken or

written by a person.
Example: Rajsaidtohim, “Rakeshisanhonestman.”

Rewrite the following sentences using inverted
commas where necessary.

1. Youarelateagainsaidtheteacher.

2. Donotrepeatthe mistake said my mother.

3. Amansaid, My fatherisadoctor.

4. Rupasaid, Heis myyounger brother.

Apostrophe(’)
An apostrophe(’)isused:
» Toshow possession or belongingness

Example: ItisRani’s purse.

» Toshowthataletter or some lettersin a word have been omitted or left out

Example: She’sagreatartist.

Rewrite the sentences using the apostrophes where necessary.

1. Itismysistersscooty.

©

Skills/Level
WRITING/A2

N

Thatis my uncles house.

3. Those are womens suits.

4. Thisisagirlsschool.
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9. Capital Letters

Capital letters are used:

>

To begin asentence
Example : New Delhiis the capital of India.
To begin the names of days of the week and months

Example : Sunday, August

To begin the names of books, newspaper, magazines, etc.

Example:India 2020, The Hindustan Time, Frontline
To begin the names of cities, states and countries
Example : Kolkata, West Bengal, India

To begin the names of rivers and oceans

Example: Ganga, The Yamuna

To begin the names of mountains

Example : Himalayas, Alps

To beginthe names of roads and building

Example : Subhash Bose Marg, Lincoln Memorial

Rewrite the following sentences using

capital letters wherever necessary.

1.

2.

3.

4.

londonis the capital of england.

Skills/Level | st

WRITING/A2

the gangaisaholyriver.

sunday is a holiday.

subhash bose was born at cuttack.



https://www.edubull.com/qr/qr-url?p=27597F4A9C17

N
o :

«—JPoints[to]Remember;

Punctuation is the use of full stops, commas, question marks, etc. in a sentence.
Punctuation marks have great importance in writing language.

Punctuation marks make our written work clear and the reader can understand what we
want to say.
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Put capital letters, full stops, question marks, commas and apostrophe, where necessary, in the
following sentences.

1.

she doesnt have a penandsheis using her brothers pen

we will go to mumbai next christmas

englandindiaandsrilankaare playinginthe world cup cricket matches

my mother bought potatoes onions tomatoes brinjals and cauliflower

prems sister wont come today

srinagarisvery cold in the months of december january and february

Listening Speaking Reading Writing Grammar Vocabulary

WRITE YOUR SCORE
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