
Module: Written Expression/ KERROUM                                  LEVEL: First year  

 

WRITNG LESSON/5 

 

Punctuation is important to make the text we are writing clear and easy to read. An incorrect punctuation 

makes the text difficult to read and can lead to a deficient interpretation/ analysis. 

Study the table below: 

 

Usual symbols Uses Examples 

 

Full stop or 

period 

. 

1 – At the end of a sentence that makes a 

statement 

2 – With abbreviations  

3 – With shortened words 

-I want to go home. 

 

-i.e.; e.g. 

-adj.; pron. 

 

 

 

Comma 

, 

1 – Before a coordinating conjunction 

 

2 - With non-defining relative clauses 

 

3 – With additional information which does not 

define 

4 – With enumerations 

5 – To separate an introductory element (clause, 

phrase, adverb, interjection) 

- Three of the burglars escaped, 

but one was arrested by the police. 

- Sarah, which is my friend, is 

very nice. 

-Ted Heath, the Prime Ministrer… 

 

-I need cheese, milk, rice, apples... 

- If you refuse to work, I‟ll call the 

manager. 

 

 

 

Semi-colon 

; 

1 - With lists that are too long 

 

 

2 – To separtate closely related independent 

clauses 

 

3 – To separate independent clauses, even when 

they‟re connected by a coordinating conjunction 

- There are people here today from 

all parts of the world : Sara, from 

Lisbon; Michel, from Paris… 

- She usualy takes a glass of milk 

before going to bed; it helps her 

sleep. 

-Most people have two jobs in 

order to raise their living standard; 

but I don‟t think it‟s worth it. 

 

Colon 

: 

1 - To introduce a quote 

 

2 – Before a list or explanation preceded by a 

clause that can stand by itself 

-The author said: “To be or not to 

be: that‟s the question.” 

-This is what you should do: you 

should call the police, tell them the 

whole story… 

Inverted commas 

„…..‟ 

quotation marks 

“…” 

1 – At the beginning and end of the direct speech 

 

2 – To show words as being quoted 

3 – With titlesof short stories, poems, articles… 

-They said: “Let‟s go!” 

 

-„ To be or not to be…‟ 

- “The Pearl” by Steinbeck 

Apostrophe 

„ 

1 – Possession 

2 – Short forms 

- Sara‟s house 

-it‟s; they‟re… 

Exclamation 

mark 

! 

1 – At the end of an emphatic declaration, 

interjection or command. 

-Stop being silly! 

-Help! 

Question mark 

? 

1 – After direct questions 

2 – With question-tags 

-What are you doing? 

-It‟s a lovely morning, isn‟t it? 

Dash 

_ 

1 - To separate words or groups of words -All of us - myself including - are 

willing to help you. 

Ellipsis or 

omission points 

… 

1 – When we want to omit information because 

it‟s not relevant or necessary 

-The author said: “American 

children watch an average of four 

hours of TV a day…”. 

Brackets 

(…) 

1 – To separate groups of words -Charlie Chaplin (better known as 

Charlot) was a famous comedian. 

Hyphen 

- 

1 –To join words or parts of words -ex-wife; sister-in-law; grown-up 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Practices about:  

a) capital letters 

b) full stop 

c) commas 

d) apostrophes 

Capital letters are used at the beginning of sentences. 

Ex: The plane will land soon. 

      Sophia is my new teacher. 

      There is a big ship on the sea. 

 

They are also used for proper nouns, such as the names 

of people, pets, holidays, special places, events and 

groups, days of the week and months of the year, e.g. 

Tim, Christmas, Amazon River, Labour day, Monday, 

January etc. 

EX: They want on an excursion to Bali last week. 

       Jack will help us with our project. 

       Susan bought an orchid from florist. 

The full stop (.) means mark end of a sentence. 

 

 
Put full stop and capital letters in the right places. 
 

1. one of our best friends was ill we went to visit him in the 

hospital 

2. the rain fell heavily all week the roads and lanes were 

flooded 

3. there is a castle on the hill It is very big a king and queen 

live there 

4. the elephant is the largest living animal It is also the 

strongest It can move very quickly 

5. my name is beatrice I am seven years old 

6. cindy is my best friend her birthday party was held last 

week she had delicious cakes and ice cream 

7. gina opened the door she took the parcel from the 

postman she gave the parcel to her mother 

8. kevin has a puppy named roger he loves roger very much 

he feeds him with dog food every day he also takes him for a 

walk every evening. 

9. the children are very happy miss sandy is taking them on 

an excursion to the Disneyland they go there by bus. 

10. Alvin falls sick on Monday he goes to visit doctor robert 

gives him some pills and a bottle of cough syrup his mother 

feeds him the medicine the medicine is very bitter. 

 

 

 

 

The comma (,) is used in an sentence to give a short 

pause. It separates groups of words in a sentence to 

make the meaning clear. 

A comma is generally not used after “and” in a list. 

Ex: The weather was cloudy, wet, and windy. 

      We bought bread, butter, tea and jam. 

      I like pizza, hamburger, ice cream and chocolate. 

     Miss Kelly is very beautiful, smart, kind, friendly and 

      humble. 

 
 

Insert commas where necessary. 
 

1. We should all be humble cheerful and happy. 

2. We bought milk eggs butter and juice from the store. 

3. Betty hopped skipped and jumped down the lane. 

4. I carry a pencil an eraser a ruler and a sharpener in 

my pencil box. 

5. I like to eat spinach carrots cauliflower peas and 

potatoes. 

6. My mother fried rice with vegetables prawns and 

garlic. 

 

 

 

Using one comma for each sentence, complete the sentences 

on the following topics. 
 

a) My Three Favorite Foods 

I like to eat ______________________________________________ 

And _____________________________________________________ 

 

b) My Three Friends 

My friends are ____________________________________________ 

And ______________________________________________________ 

 

c) My Three Favorite Games 

My favorite games are ____________________________________ 

And ______________________________________________________ 

 

d) Three Places I have been to 

I have been to ____________________________________________ 

And ______________________________________________________ 

 

e) My Three Hobbies 

I like to ___________________________________________________ 

And ______________________________________________________ 

An apostrophe („) is used to show ownership. 

Ex: This is Jill‟s book. 

The dog belongs to Mary‟s brother. 

These are the children‟s toys. 

Those are the ladies‟ handbags. 

Apostrophes can also be used in place of missing 

letters. 

Ex: I‟m going to the market. 

In this sentence “I‟m” stands for “I am”. 

A question mark (?) is used instead of a full stop, after a direct 

question. 

Ex: What day is it ? 

     How are you today ? 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Place apostrophes where necessary. 
1. This is Joys camera. 

2. Jacks house is on the hill. 

3. These are my childs toys. 

4. Daniels father is a salesman. 

5. This is Rebecca fault. 

6. The childs mother was very ill. 

7. Seans homework was not complete. 

8. The monkeys tail was long and curly. 

9. Jennifers task was to clean the floor. 

10. Michaels mistake was lying for no reason. 

11. Those storybooks belong to Kevins sister. 

12. These are the mens shirts. 

13. The policemens uniforms are clean and smart. 

14. My baby brothers small bolster is on the floor. 

15. These are the workers repair tools. 

 

 

Use lines to join the words that mean the same 

thing. The first one has been done for you. 

 
 

He is 

They are 

We are 

You are 

We have 

Shall not 

She‟s 

He‟s 

Shan‟t 

It‟s 

We‟ve It is 

They‟re 

 

 

 

Replace the underlined words with the shortened form 

using apostrophes. 

 
1. Please do not ______________ go out in the rain. 

2. The dog is hungry. It is _____________ barking loudly. 

3. We have ____________ many clever children at my 

school. 

4. You are ____________ going to be punished for telling 

lies. 

5. They are _______________ leaving for the market now. 

6. We shall not ____________ trouble you anymore. 

7. Mary will not ____________ listen to me. 

8. We are ___________ late. Please hurry. 

9. You have _____________ not heard anything I said. 

10. This is Jim. He is _____________ the class monitor. 

11. Please meet Jenny. She is _______________my cousin. 

12. I shall not ______________ play with you anymore. 

13. You are not ______________ a pilot. You can‟t fly an 

airplane. 

14. We shall not _____________ play chess tonight. 

15. I am ____________ a doctor. My job is to cure sick 

people of their illnesses. 

 

An exclamation mark (!) is used to express surprise or a 

strong feeling. 

Ex: What a terrible accident ! 

      Oh dear! How sad it is that you are ill. 
 

 
Correct the punctuation in the following sentences by 

adding exclamation marks. Change to capital letters 

where necessary. 

1. Alas I have failed. 

______________________________________________________ 

2. Oh dear what can the matter be? 

______________________________________________________ 

3. Hurray we won the game. 

______________________________________________________ 

4. Long live the queen. 

______________________________________________________ 

5. What a terrible fire it is. 

______________________________________________________ 

6. Oh master cried the slave. 

______________________________________________________ 

 
 

Correct the punctuation in the following sentences by 

adding question marks. 
 

1. What time is it. 

_____________________________________________________ 

2. Have you eaten enough. 

_____________________________________________________ 

3. Did you get your test results. 

_____________________________________________________ 

4. What did you say. 

_____________________________________________________ 

5. Are you hurt. 

_____________________________________________________ 

 

 

Punctuate the following passage. 

    

   once there was a donkey that lived in a forest 

one day a tiger saw it and immediately sprang on 

it at once the donkey started to bray as loudly as 

it could twitching its ears at the same time the 

tiger was so taken by surprise by the donkeys 

actions that it ran away in fright 

     Not long afterwards the tiger met a fox panting 

it told the fox what had happened. 

     there a terrible beast in the forest it said It 

makes the most horrible sound I have ever heard 

and it has flapping wings on its head 

      It that so asked the fox take me to see this 

beast 

       The tiger led the fox to the place where it had 

met the donkey when the fox saw the donkey it 

laughed and said that‟s only a harmless donkey 

and it only eats grass come lets kill it for supper 

 

She is 
You‟re 

We‟re 



Task : 

Put in semicolons, colons, dashes, quotation marks, Italics (use an underline), and 

parentheses where ever they are needed in the following sentences. 

1.the men in question Harold Keene Jim Peterson and Gerald Greene deserve 

awards 

2. several countries participated in the airlift Italy Belgium France and 

Luxembourg 

3. there's no room for error said the engineer so we have to double check every 

calculation 

4. judge carswell later to be nominated for the supreme court had ruled against 

civil rights 

5. in last week's new yorker one of my favorite magazines i enjoyed reading 

leland's article how not to go camping. 

6. yes  jim said i 'll be home by ten 

7. there was only one thing to do study till dawn 

8. montaigne wrote the following a wise man never loses anything if he has himself 

9. the following are the primary colors red  blue  and yellow  

10. arriving on the 8 10 plane were liz brooks my old roommate her husband and 

tim their son  

11. when the teacher commented that her spelling was poor lynn replied all the 

members of my family are poor spellers  why not me 

12. he used the phrase you know so often that i finally said no  i don't know 

13. the automobile dealer handled three makes of cars volkswagens porsches  and 

mercedes benz 

14. though phil said he would arrive on the 9 19 flight  he came instead on the 10 

36 flight 

15. whoever thought said helen that jack would be elected class president 

16. in baseball  a show boat is a man who shows off 

17. there was a very interesting article entitled the new rage for folk singing in last 

sundays new york times newspaper 

18. whoever is elected secretary of the club ashley or chandra or aisha must be 

prepared to do a great deal of work  said Jumita  the previous secretary 

19. darwin s on the origin of species 1859 caused a great controversy when it 

appeared  

 

 

 



Task 2: punctuate the following passage correctly: 

if used properly punctuation marks can greatly enhance the overall 

structure  organization and clarity of writing however  when used 

improperly punctuation marks can become cumbersome  inhibiting the 

reader s ability to understand the material and establish order and flow 

moreover  an excess of punctuation marks can lead to the creation of run on 

sentences  sentences in which two or more independent clauses i e 

complete sentences  are joined without appropriate punctuation or 

conjunction for these reasons  it is beneficial to learn how to properly use 

punctuation marks punctuation marks are symbols that indicate the 

structure and organization of written language  as well as intonation and 

pauses to be observed when reading aloud in written english  punctuation is 

vital to disambiguate the meaning of sentences for example   “woman, 

without her man,  is nothing”  emphasizing the importance of men  and  

“woman, without her,  man is nothing”   emphasizing the importance of 

women  have greatly different meanings as do  “eats shoots and leaves”   to 

mean  consumes plant growths  and  “eats,  shoots and leaves”  to mean  

eats firstly  fires a weapon secondly and leaves the scene thirdly    “king  

charles walked and talked;  half an hour after  his head was cut off”  is less 

surprising than “king charles walked and talked half an hour after his head 

was cut off”  for English usage  see the articles on specific punctuation 

marks the rules of punctuation vary with language  location register and 

time and are constantly evolving  certain aspects of punctuation are stylistic 

and are thus the author s  or editor s choice tachygraphic language forms 

such as those used in online chat and text messages  may have wildly 

different rules 

 


