
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


