NOTES ON PUNCTUATION

I. Apostrophes   ‘
Use #1: The ‘ replaces missing letters in a contraction.



We are = we’re


She is= she’s

*Be careful of its and it’s: Its= possessive form; It’s = it is.



Now you try:



Write a contraction of “do not”:  





Use #2: The ‘ is used to form the plurals of letters and numbers.



The 1960’s were groovy!



There are toooo many o’s in the word “too”.



Now you try:



The boy wrote his r backward.

Use #3: The ‘ is used to form possessives (to show ownership).


There are three rules which must be memorized:

1. Of a singular noun: Add ‘S

Girl’s dress; man’s car

2. Of a plural noun that does not end in S: Add ‘S

Women’s dresses; men’s cars

3. Of a plural noun that ends in S: Just add the ‘

Friends’ books, nurses’ uniforms

(ask yourself: “Is it more than one or just one?” If it is one of anything on earth add ‘s. If it is more than one, ask yourself: Does it already end in s?” If it does, just add’)



Add the ‘ where needed.




Her mother smile




Women work




Several boy bikes

II. Semicolons    ;
Use #1: We use a ; to glue two sentences together: 


I’m not going out; it is raining.

Use #2: We use a ; when there are already commas in series of 

               things:

Elmira, New York; Horseheads, New York; and Ithaca, New York 
are all nice towns. 


Now you try: add the missing semicolons:


1. I’m glad it’s time for lunch I’m hungry.

2. Three big cities are New York, New York Los Angeles, California and Chicago, Illinois.

III. Colons :
Use #1: We use a : after the greeting of a business letter:


Dear Sir or Madam:

Use #2: We use a : to introduce a list of items:


Bring the following: a pen, a pencil, paper, and your book.


Now you try: Insert needed colons.

1. Dear Mr. President

2. He ate the following foods pizza, hot dogs, chips, and cake.

IV. Hyphen (Dash) –


Uses:

1. in compound numbers from twenty-one through ninety-

nine. 

2. in fractions – two-thirds; one-half.
3. in compound adjectives that come before a noun-

three-year-old child; an up-to-date notebook.
V.         Commas     ,
1. in a series:

we read, write, and speak English.

2.  separating several adjectives:

I want a bright, shiny, new bike.


     
3.  separating introductory words and clauses:




Yes, the Yankees are still in first place.

4.  with interrupters:




You may, of course, choose not to believe that.




I, however, do.


     
5. with appositives:




Mr. Carpenter, our favorite teacher, doesn’t like the




Red Sox.

6. to show a pause and/or to group words so that they make sense:

After eating, Otis always takes a nap.

7. to set off words right before or after a quotation:

Mr. Carpenter said, “Good effort.”

“Good effort,” Mr. Carpenter said.

8. in a compound sentence (two sentences joined by a command a conjunction partnership):

A storm came, but school did not close. 
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