
I I I .  PUNCTUATION AND
CAPITALIZATION

COMMAS

III R, h - Uses standurd practice jtr
panctuation

Commas signal a slight pause. They are used to set off dependent clauses and long
introductory word groups. They are also used to separate items in a series. They are
used to set off nonessential material that interrupts the flow of the sentence, and they
separate independent clauses joined by conjuncfions. '

Error: A/ier I complete m1t work ot thi.r utliversily I plun b xrtrk in
Nex York.

Problem: A comma is needed after an introductory dependent word-
group containing a subject and verb.

Correction: After I complete mv uork oL lhis unive,sit),. I plun lo work in
Nev York.

Error: I bought wruppetl and mailed thrce presenls bdoy.

Problem: Items in a series should be separated with commas. Although
the cornrna before the word und is sometimes considered
optional, it is olten necessary to clarill, the meaning.

Correction: I houghL vropped. und muiled three pre.\enls todo\,.

Error: Ile wds d lalenletl contposer hut he is t hie.fl1' renenhered .lir
his singing ubility'.

Problem: A comma is needed befbre a conjunction that joins hvo
independent clauses (complete sentences ).

Correction: He wos o talenled composer, bul he is thiellv remenrhered./br
his singing uhiliry.

Error: This ittcurrence is I thitrk tt'picul ol what t'an huppen vhen u
pt'ogrun has ru;l heen properl.v prepured.

Problem: Commas are needed betu'een nonessential words or rvords that
interrupt the main clause.

Correction: This otturrence i.s. I rhink, n'picul o/ t+hut t'Ltrt huppen rl tt
prost ont i-s nol properlv prepu etl.



Punchration and Capitalization

SEMICOLONS AND COLONS

semicolons are used to separate two or more closely related independent sentences.
They are also used to separate items in a series containing commas. Colons are used
to introduce lists and to emphasize what follows. Note: .\ complete sentence must
precede the colon and the material that follows.

Error: I sndied hard all semester. I receiu.etl sb-uight A'.t.

Problem: A comma alone cannot separate trl.o independent clauses.
Instead a semioolon is needed to separate two closelv related
sentences.

Correction: I studied hurd ull semester; l receited struight t's.

Error: Sktrms .simullaneouslv- slruck Sun l-rancisco. Cali/itrniu,
Milwaukee. Ilisconsin, und llu/fab, Nev York.

Problem: Semicolons are needed to separate items in a series that
alreadv contains corurras.

Correction: S,;orrns sintullaneouslv struck Sun l:r.uncisto. Calirttrniu:
Milwoukee, Wi.scon.sin: and Bufalo, Neu York.

Error: I'aper.s uill ret'eive the]bllotiin,q rutings. 1.lbr. ubote eveftige.
-1 Jitr average, ) lbr bektv, uver.uge, and I .[or./itilin.q.

Problem: A colon is needed to emphasize the inlormation or a list that
follows.

Correction: ['apers u.ill receive the /blktwing rdtings: I .lisr uboy e
ar)erdqe, 3 /br uteruge, 2./br helov dyeftrse, und | .[itr.litiling.

Error: The t'ur shju' includetl: tintd:1e Con'eftes. untique l?oll.r
flot'ces, und lurn ol-the-cenlun, nolttrtytles.

Problem: The material preceding rhe colon and the list that fbllows is
not e complete sentence. Do not separate a verb (or
preposition) hom the object.

Correction: The t:ur shtty int'luded tintuge (-one es. dtltique l?olls
Ro.t,t e.s. ond tum4l1he centun notort:.ttles.

OR
'l'he 

tur shov int'luded the fitllofing. tirttuse l?oll.s llo.t tLs.
dnd I r t t n-o l-t h e-( tn tu n' m( ) | o r(\'( Ie.\.
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APOSTROPHES

Apostrophes are used to show either contractions or possession.

133

Error: He shouhlnt be allov'ed tu purticipote in the progranr.

Problem: An apostrophe is needed in a contraction in place of the
omitted lefter.

Correction: IIe shouldn't he allowed to participate in the program.

Effor: Mv hrothers car w*as badb) damaged in lhe accident.

Problem: An apostrophe is needed to show possession.

Correction: M1, brother's cdr was batltl, tlamaged in fhe accident.

Q,lote: The use of the apostrophe before the letter s means thar
there is just one brother. The plural form would read the
following way: My brolhers' cor vias hadh, damaged 

'n 
the

accident.\

f,rror: The players new unforms arrived a,fter the tourndment.

Problem: An apostrophe is needed to show possession.

Correction: The plavers' new- uniforms arrived afier the tourndment.
(l,lole: The apostrophe after the letter s means that there is
more than one player- If just one player was being referred to
in this sentence, then the apostrophe would come before the s
as in the following sentence: The plal,er's new uni.fornts
urrivetl ufter the tourndment.)

Error: Children laughter could he heard et'erywhere.

Problem: An apostrophe and the letter s are needed in this sentence to
show whose laughter it is.

Correctlon: Children's laughter could he heurd ever,-u,here.

/N'ole: Because the word chiltlren is already plural. the
epostrophe and s must be added afterward to show
ounershio. )



I'unctuation and Capitalizati0n

CAPITALIZATION

Capital letters are used to indicate specific names of people, places, truildings,
companies, courses, products, holidays, days of the week, months, and major sections
of the country and the world. Capital letters are also used to signal the start of a
sentence and of a direct quotation.

Etror: Tofi' henl to Dr. Curson.for tt'edlnrenl since his ov,n l)oclor
11 a/J alll ar),.

Problem: The use of capital letters with Tou' and Dr. Carson is correct
since the-v are specitic (proper) names: the title Dr. is also
capitalized. However. the word doctor is not a specific name
and should not be capitalized.

(rvd/e. One of the few exceptions is the word I'residenl in
reference to the President of the United States.)

Correctlon: Tont, went to Dr. Carson for treatment since his ovn tlot'lor
wos ou'at.

Error: Our Spring break does nol slarl unlil next mondat.

Problem: Days of the week are capitalized, but seasons are not
capitalized.

Correction: Our spring break does nol start u,ltil next Monddv.

Error; The graduate sndent fom japan who taught us conputer
stience 6309 ldst lerm spoke english ven, well.

Problem: Languages and the names of countries are alwavs capitalized.
Courses are also capitalized when they refer to a specific
coursel thev are not capitalized when they refer to courses in
general.

(Nole. The number after a course fiequently signals a specific
name. )

Correction: Tlte grnduule student -li'om .lupun vrho taugfu us Conpuler
Science 6i09 lu.st sentesler spoke |lnglish uen uell.
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Error: All the nationol park.s ure beautiful, but llocky Mountain
notilnol park is mlt favorite.

Problem: The first reference to national parks is general and does not
need capitalizing. The second reference is part of the specific
name and does need capitalizing.

Correction: All the national parks ore beautiful. but Rocxv\ Mountoin
National Park is rry, favorite.

Error: Our visitors frorn tlnglantl enjotetl their. tour throuphout rhe
south.

Problem: Major sections of the country are capitalized. (Ncrle: Simple
directions are not capitalized. We u.aveletl further south inkt
Peru.)

Correctlon: Our visitors ft.om England enjoved their. Iour throughour the
South.

1 3 5
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QUOTATTON MARKS

Use double quotation marks
article, an essay, a poem, or

to enclose a direct quotation and to enclose the title of an
a short storv.

136

Error:

Problem:

Corectionl

Error;

Problem:

Correction:

Error:

Problem:

Correction:

Shuke''peure intnically, puts in Polonius's mouth. To thme oyr,n
self be n'ue.

Double quotation marks are needed to set off the quotation.

Shokespeare ironically puts in pobnilts's mouth. ,'To thine
own .self be tr.ue."

In the article lpplication of l{eat Pipes in Honte Air
Contlitioning, published in the Anericun Socien ol Ileatins
ond.{ir Condilioninq .lournal. trutfutr.g pdtricia Eluood and
Morlind Colombo set nev standards /br design applicutfu;n.

Double quotation marks are needed to set off the title of an
artic le.

In the urticle "Application of I leut Pipes in I hnre .4ir.
Conditioning," puhlished in the American Socieh.. of l{eating
ond .4it' Conditioning Journal, outhors pdtricia Elurxttl arul
Mqrtinu Cobmho set new stondoftls for design applicatbn.

In lhe poenr Miss Rosie. Lucille Clifton celehrates the inner
beoutl, rtf uomunhood.

Use double quotations to set off the title ol a short poem.

In the poem "ilfiss llosie." Lut.ille Cliliott celehrutes !lte inner
heaui' of vonwnhood.
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punctuation and capitalization are tested in sentences tied to a passage

I. The court clearly stated. We tind that real propertv precedent
allows for an easement across Plaintiffs DroDertv'.

A. "We find that real property precedent allows for an easement
across Plaintiffl s propert_v.

B. "We find that real plopert-v precedent allows for an easement
across Plaintiff s properf.v. "

C. 'We find that real properf_v precedent allows for an easement
across Plaintiffls propefty.'

D. No change is necessary.

The double quotation marks are needed to enclose a
Option A uses quotation marks only at the beginning
sinr:le ouotation marks.

direct quotation, as
of the quote; Option

used in Opt ion B.
C incorrectlv uses

2. In the qothic poem "The Raven." Edgar Allen Poe uses
A B

alliteration to create a rhythmic momenfum that builds to the

poem's conclusion.

C

A. "gothic"

B. The Raven

C. conclusion. "

D. No change is necessarv-.

'fhe 
sentence is t'orect ls written. so Option D is the answer. In Option A. the rvord,grrtfiic'

docs not need to be enciosed in quotat ion marks as i t  is  not quoted direct lv.  ln Oprion B.
the title of the poem needs doubie quotation marks. In Optron C. the quotilrton mark lfter
t onLiu.\ion inust be deleted because the ,.vhole sentence is not ;l quote.



l)unctuation and Capitalizati()n

PRACTICE f,XERCISE:

Habitat for Humanitvrs an orgenization that
B

desen es this communities' continued
C

l l l r

CAPIT.{LIZATION A.\D PUNCTUATION (CONINI,\S.
coLONS, SEMTCOLONS. APOSTROPHES, QUOT-.\1. toN
NTARKS)

suppon.

A. Habitat for humanity
B. Organization
C. community's
D. No change is necessary.

2. When we travel to

the Sphinx.
C

A. the Middle

B. year; we

C. the sphinx

D. No change

the middle east next vear. we will
A B

see the pyramids and especially

rs necessary.

As the first vear pro,gresses. manv {ieshmen face increasins pressures:
A B C

prrental .  t inancial .  end acedemic.

A. progresses; manv

B. Freshmen

C. face: increasing

D. No change is necessarv.

East

3 .

DIRECTIONS:
underlined portion(s). If

Choose the option that
no error exists. choose

corrects an error in the
"No change is necessarv."
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4 . Students. who have difficulty with aleebra should. seek help in the Leaming Lab.
A. Students who have difficulty with algebra should:
B. Students who have difficulty with algebra should
C. Srudents who have difficulty with algebra should,
D. No change is necessary.

5 . Triathletes clearly need speed. physicar size, aod endurance, however. without
A B

quick minds. they will never be great.
C

r 3 9

Ft

L .

t).

speed physical size, and

endurance; however,

minds; they

No change is necessary.

To err is human; to forgive divine,
poet so

it's

No change is necessary.

6 .

7.

B.

C.
n

"To err is human: to forqive divine,', says the poet, so jp no wonder we see so few
A B C

divine beings in our l ives.

The television show llome Inpr,vemenr has gained wide audiences because: it
blends humor and popular psychology to solve common daily problems.

A. because i t

B. because, i t
C. because; i t

D. No change is necessary.
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8. In her first essay, "Crowing up Readinq,', Alfieda Johnston explains how her
A , B

childhood was enriched by the books on her grandqrother's shelf.

A. Growing up Reading,

B. Growine up Readins,

C. grandmothers

D. No change is necessary.

9. "Elementarv. my dear Watson" is probably not what Sherlock Holmes actually
A , B

said but we enjoy the saying neve(heless.
c

A. "'Elementary,"' my dear Watson"
B. "Elementary" my dear Watson
C. said, but
D. No change is necessary.

10. Jonathan Swift's essay A Modest Proposal continues to amuse and enlighten
A B

students in the hventieth century.
C

A. Jonathan Swifts
B. "A Modest Proposal"
C. the Twentieth Century
D. No change is necessary.



I 'r,nctuation antl Capttalizalion

ANSWER KEY: PR.\CTICE EXERCISE FOR CAPIT.\LIZATION AND
PUNCTUATION

l .  c

l . D

l. l I

.1. B

In the sentence. the word lilr indicates the singular possessive conmtunih's is
correct. In Option A, the name of the organization should be capitalized.
However. in Option B the general noun orgunizulion is not capitalized.

In Option A. the Mitldle Z-a.rl is capitalized as the name of a parlicular area of the
world. In Option B, the comma. not the semicolon. should separate a depend!'nt
clause from the main clause. In Option C. the Sirftrir-r is capitalized as a proper
name.

No change is necessary. In Option A, the comma is necessarv after a long
introductory phrase. In Option B, the general noun .fi'eshnen does not need
capitalization. [n Option C. the colon is not necessaty. Remember that a
complete sentence must precede the colon and the clarification that follows.

The resffictive clause wftr.r huve difficuln, with algebra should not be set off b1'
commas because it explains what kind of students should seek help. Option A
deletes the unnecessary colon after shoultl, and Option C uses onlv one comrrla.

The semicolon is used to join two independent clauses with the adverb hov'ever.
In Option A, the commas in a series are necessary. [n Option C, the comma, not
the semicolon. is needed alter the introductorv phrase.

The apostrophe is needed to indicate the contraction of i1 r.r. In Option A, the
double quotation marks are needed to set off the quotation. Option B requires the
comma and the coordinating conjunction to join two independent clauses.

5 . B

6 . C

8 . D

9 . C

Option A eliminates the unnecessan' colon before the word
B, the comma is not necessary. In Option C. the semicolon

No change is necessarv because titles of essavs are enclosed
marks and the possessive sing:ular grundnidllel lt is correct.

because. In Option
creates a liagment.

by double quotation

Option C places a comma belore the coordinating conjunction l)t/l to joln hvo
independent ciauses. ln Options A and B. the entire quotation must be enclosed
by double quotation marks. and a comma sets ofT a direct address.

Titles of essavs xre enclosed by double quotation marks. Option A needs the
possessive.\-rlili3'. Option C incorrectly capitalizes the century.

1 0 .  B



Punchration and Capiolization

CULMINATING EXf,RCISE:

t42

CAPITALIZATION, APOSTROPHES, SEMICOLONS.
COLONS, COMMAS, AND QUOTATION [,{-{RKS

DIRECTIONS: The passage below contains several errors. Read the
passage' Then answer each test item by choosing the option that corrects an
error in the underlined portion(s). Refer to the passage as necessary. No more
than one underlined error wil appear in each itern. If no error exiits. choose"No change is necessary. "

In the vears following world war II, Amenca expenenced unprecedented economic growth,
and with that came the ever-increasing move from the old cities to the clean. neat suburbs.
The upwardly mobile 1950s families seeking green lawns and lower taxes fled the cities and
left little tax base for renewal, renovation, and. reconstruction. By the 1960s. the resulting
decline of urban areas was visible: ih the blight of empty warehouses, decaying tenement
houses, and miles of abandoned neighborhoods. By the 1970s, however, the exodus to the
suburbs slowed as the children of those, who had fled the urban blight for suburban comfoft.
sought to recover the charm of the once-grand city buildings. In the Soho area of New york

city' for example, artists converted old warehouses into sunlight studios, thus, what had been
a haven for derelicts found new life. By the l9g0s, from Boston to Seattle, minivans and
baby carriages were parked beside renovated brownstones; whose values soared with the
retum of the affluent young professionals- According to the article "From BIight to Urban
Bliss" in Urban Life, "A cities' increased tax base can provide revenue for new roads. sewage
systems. and police protection."

I . In the years following America experienced unprecedented economic

growth. and with that came the ever-increasing move fiom the old cities to the
B 6

clean, neat suburbs.

A. World War II

B. growth and

C. fiom: the

D. No change is necessarv.
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f . The upwardlv mobile 1950s families seekinq sreen launs and lower taxes f.led tne

cities and Ieft little tax base lbr renewal, renovation. and reconstruction.

A. families seeking green lawns and lower tares:
B. families seeking green lawns and lower taxes:
C. families seeking green lawns, and lower taxes
D. No change is necessarv.

3. Bv the | 960s. the resulting decline of urban areas was 'isible: in the blight of empry
A B

warehouses. decaving tenement houses, and miles of abandoned neighborhoods.
C

A.  By  the  1960s ' .

B. v is ible in

C. warehouses decrving

D. No change is necessary.

4 By the 1970s. horver.er. the exodus to the suburbs slowed as the children of
A B

those. who had fled thc urban blisht for suburban comforl. sought to reco'er thc
C

charm of the once-grand city buildings.

A. however;

B. Exodus

C . those who had lled the urban blight fbr suburban comfort
D. No change is necessal.

5. ln the Soho area of Nerv York Cit-v. for exampie. artists con\/ened old rvarehouses
A g

into sunlight studios. thus. what had been l ha'en fbr derelicts tbund new lif-e.
C

A. soho

B. tftists'

C. srudios. rhus.

D. r . , -o chanee is necessan.
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6. By the 1980s, *om Boston to Seattle, minivens and baby carriages were parked
A

beside renovated bromstonesi whose values soared with the retum of the affluent
B _ - -

voung professionals.

A. Minivans

B. brownstones, whose
C. affluent, young professionals
D. No change is necessarv.

T According to the article "From Blieht to urban Briss" in Lrrbanzy'e, ,'A cities,
A B

rncreased tax base can provide revenue for new roads, sewase svslems. and ;orrce
t

protection. "

A. From Blight to Urban Bliss
B. city's
C. sewage systems; and
D. No change is necessary.
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ANSWER KEY: CULM]]N,{TING EXERCISE

I A

2 . D

1 F l

1 . C

5 . C

6 . 8

, 7 J r

I.15

The name of the war should be capitalized. Option B incorrectlv eliminates the
comma before the coordinating conjunction and joining two independent clauses.
Option C adds an unnecessary colon after the preposition fnnr.

No change is necessarv because no puctuation is needed with the restrictive phrase
seeking green lav'ns and ktwer laxes.

Option B removes the unnecessary colon after the word visible. ln Option A, the
apostrophe is not needed after the s in 1960.s. In Option C. the comma is
necessarv lo seDarate items in a series.

ln Option A, commas should sunound the adverb hou,eyer. In Option B, the word
entdus rs not capitalized because it is not used as a proper name. Option C
correctly removes the commas around the restrictive clause wfto had fed the urban
hlight for suburhan comfort.

In Option C. the semicolon correctly joins two independent clauses. In Option A.
the .word S'oio is capitalized as the name of a particular area. In Option B, the
apostrophe is unnecessary because the word lrl ll.r/.r does not show possession.

Option B uorrectlv places the comma after brovnsktnes scparating the
nonresffictir,e relative clause. ln Option A, the common noun minivuns requires
no capitalization. [n Option C. the comma is not necessarv to separate d/.'uenl
fiom the noun phrase it modifies vung proJbssionals.

I
I

.Th vvssussNt- sr',;gur.ir - inrcririr 'ri'crr_i1'i: rA-.J}n-dfi-{ ib -qfriitdfrtii-niEirib-aitj -
needed around the title of an article. A comma, not a semicolon. befbre the anrl
rs necessary in a series of phrases in Option C.


