

Unit 3 Punctuation
Mark of punctuations are very important in our day to day communication. While talking, we use pauses, some slight and some longer, to group words into ideas. If we use it properly, it gives clear meaning. Punctuation marks like the full stop, the mark of interrogation, the comma etc., are the equivalents of the pauses used to make the writer's meaning clear. The absence or wrong use of punctuation marks could totally distort the meaning. In other words, we might even misunderstand the meaning of the writer if punctuation marks are not rightly used. Look at these words:
· What are you looking for, Aariya
· What do these words mean?
· Do they mean:
· What are you looking for, Aariya?
· What! Are you looking for Aariya? What are you looking for? Aariya ? What? Are you looking for Aariya?
These above sentences have entirely different meanings. Let us take few examples:
"The students in the class," said the subject-teachers, "are very hardworking and honest"
The students in the class said, "The subject-teachers are very hard working and honest."
In these above examples we can find out that the words are same but because of the punctuation marks, the meanings of these two sentences are totally different. If the writer had wanted the meaning to be clear, s/he should not have left out the mark of punctuation. Hence, only the mark of punctuations can clarify the meaning. The main marks of punctuations are:


	Punctuation
	Symbol
	Punctuation
	Symbol

	1. Full stop
	(•)
	2. Mark of interrogation
	(?)

	3. Mark of exclamation
	(!)
	4. Comma
	(,)

	5. Semicolon
	(;)
	6. colon
	(0

	7. Inverted comma/ Quotation mark
	("")
	8. Apostrophe
	0

	9. Dash
	—
	10. Hyphen
	(-)

	11. Parentheses or brackets
	0
	


Let's discuss each of them in detail.
1. The full stop (.)
The full stop indicates the longest pause. It is used to close a statement or a command.
For example:
· He is doing the work sincerely, (statement)
· Get away from my sight, (command)
· It is also used after the abbreviations for titles, names, degrees, etc.:
· Prof. J.L. Sapkota, (Professor Doctor Jib Lal)
· B.B.S. (Bachelors of Business Studies)
· W.H.O. (World Health Organization)
It is used to indicate a decimal fraction: 79.08, 4.5 etc.
But full stops are often avoided in the following abbreviations.
a. Abbreviation formed with the first and the last letter of a word:
St (Saint), Dr (Doctor), Mr (Mister) etc.
b. Acronyms (abbreviations pronounced as one word) pronounced as full words. Like:
· UNICEF (United Nations International Children's Emergency Fund) 
· UNESCO (United Nations Educational Scientific and Cultural Organization)
· CAT (Common Admission Test)

c. Abbreviations formed by omitting one or more syllables from a word:
Bio (Biology) ad (advertisement) exam (examination)

d. Abbreviations of weights and measures:
kg (kilogram) 		kph (kilometres per hour) 	hr (hour)


e. Abbreviations of personal names can be written with or without a full stop:
J. L. Sapkota or JL Sapkota
f. In the latest trend we drop the full stops. But both are acceptable. For example:
BBS (B.B.S.), BBC (B.B.C.) MBBS (M.B.B.S.) UNO (U.N.O.) etc.
2. The mark of interrogation
a. The mark of interrogation is placed at the end of a question:
How are you?
Are you listening carefully?
b. However, if an interrogative sentence expresses a formal and polite request, the mark of interrogation may be replaced by a full stop. Both are accepted. For instance, "May I request Mr.Khanal to switch on the light, please."/"May I request Mr.Khanal to switch on the light, please?"
c. We use the mark of interrogation in case of question tags.
For example:
Hiramani has studied well, hasn't he?
Sandhya voted in the election, didn't she?
3. The mark of exclamation
a. The mark of exclamation is placed at the end of an exclamatory sentence, that is, a sentence which expresses some sudden or strong
emotions:
· Hurray! I have become first in the class. Wow! It's very delicious.
· What a wonderful building!
· How interesting the film was!
· What an amazing appearance!
Sometimes, when a command is given in an angry or harsh tone, the full stop at the end may be replaced by a mark of exclamation:
Get away immediately! I don't like to see your crooked face.
4. The comma
The comma is the shortest pause. It should be used wherever we think




we need a pause. However, the following points will be helpful in understanding the proper use of comma.
a. The comma is used to separate words in series where only the last two words connected by 'and':
· All the students in this class are honest, disciplined and sincere.
· Achieving your goal needs courage, talent, dedication and a few opportunities.
b. It is used to separate phrases in series:
· The earthquake victims were helped by all kinds of people, rich and poor, young and old, high and low, etc.
c. It is used to separate short clauses in series. Here comma is often desirable before 'and' for the sake of clarity:
· I went to the bus park, searched for the booking counter, booked a ticket for Mustang, and returned back to my home.
d. It is used to separate clauses in series:
· I have a friend who was born in Rolpa, who was educated in Butwal, who has traveled all over Nepal, and who does a job in Kathmandu.
e. It is used to set off a noun of address:
· Ramit, you told a lie yesterday.
· May I have a note, Sir?
f. It is used to separate expressions that are in opposition:
· We met Mr. Gautam, the managing director of the Siddhartha Bank. 
· Sunita was looking for Dr. Belbase, the senior surgeon of NMC Bharatpur.
g. It is used to separate expressions like 'yes', 'no', 'oh' and 'well':
· Yes, you may proceed.
· No, it isn't.
· Oh, I didn’t recognize you.
· Well, your opinion is marvelous.
h. It is used to separate the expressions like however, in fact, of course, nevertheless, similarly, etc. (connectives)
· However, the price of petrol is high, people are driving car.
· Of course, you can borrow any of these books.
· In fact, I am quite unhappy with his result.
i. 
It is used to separate tag questions:
· She is joining the classes, isn't she?
· You are telling a lie, aren't you?
j. It is used to separate the direct speech from the reporting clause:
· Niruta said, "I don't like to speak more in my personal matters."
k. It is used to separate the parts of a date from one another or any words following the date:
· Jan.24, 2019
l. It is often used in letters after the salutation and after the complimentary closes:
· My dear Mother, My lovely sister, Dear Sir, Yours faithfully, Sincerely yours, etc.
m. If we need to separate the clause, comma is often used:
· If you help me, I will also help you.
1 will also help you if you help me. (no comma because 'if clause is used in the middle part of the sentence.) 
· When I meet him, I will decide your approval.
I will decide your approval when I meet him. (no comma)
5. The semicolon
The comma indicates the shortest pause and the full stop, the longest pause but the semicolon stands between the two.
· It is used to separate coordinate clauses not joined by a conjunction:
I asked help with my father; I talked with my brother; I consulted some of the social workers; nobody helped for my treatment.
· If expressions like however, nevertheless, hence, for instance, etc come between two independent clauses, a semicolon is placed before them:
I drove the car very carefully; however, I could not save the child.
She has enrolled her child for the tuition class; nevertheless her child could never score good marks.
Our teacher insists on neat work; therefore, I do my work very carefully.
6. The colon
a. The colon is used to introduce a list of items:



· The four branches of Science are: Botany, Physics, Chemistry and Biology.
· The most popular religious places of Nepal are: the Pashupatinath, the Bouddhanath, the Muktinath and Lumbini.
b. The colon is used to introduce an explanation:
· The main argument among the brothers is this: how can we give happiness to our parents?
c. It is sometimes used to separate two contrasting statement:
· To err is human: to forgive is divine.
· Man proposes: God disposes.
7. The inverted comma/quotation mark
Inverted commas or quotation marks are used to set off the actual words by a speaker:
· Shital said, "She is searching a good tutor."
· Deepti said, "I have disturbed you."
8. The apostrophe
An apostrophe is used to show possession. In other words, we add an apostrophe to form possessive of any noun. Here are some rules of the use of apostrophe:
a. We use apostrophe and 's' to show the possession of any singular noun:
· Nitesh's birthday, horse's tail, snake's bite, the girl's dress, the boy's hairstyle etc.
b. We use apostrophe and 's' to show the possession of any plural nouns which do not end in 's':
· Children's school, police's escorting, men's hostel, oxen's food etc.
c. We use only apostrophe to show the possession of any plural noun that ends with 's':
· boys' hostel, girls' stories, tigers' roar etc.
d. An apostrophe is used to make short forms:
· are not = aren't, does not = doesn't, he has or he is = he's, they are or they were = they're, she had or she would = she'd etc.
e. An apostrophe is used to form the plurals of letters , figures etc.
· p's and q's, five b's three 7's etc.
Note: An apostrophe is not used with the words ours, theirs, yours, hers etc.
		


9.The dash
a. A dash is used to introduce an explanation in the middle of a sentence. For example:
· Monika - the youngest daughter of Bhusal family - has passed MBBS.
· Everyone - the elders, youngsters, and children - has participated in the programme.
· Yesterday, I met Rajendra - a representative of PABSON - on the way to my office.
· Many people visit Lumbini - the birth place of Lord Buddha - on the occasion of Buddha Jayanti.
b. It is used after a list of items when this list is followed by an explanation:
· My brothers, sisters, friends - none helped me to accomplish my plan.
· Kathmandu, Pokhara, Lumbini - in fact, all these are the best destination for the tourist.
10. The hyphen
a. It is used in writing compound words:
mother-in-law, brother-in-law, commander-in-chief, passer-by etc.
b. It is used with compound numbers:
twenty-one, twenty-two, forty-six, ninety-nine etc.
c. It is used in compound adjectives
a one-way ticket, a five-storey building, a ten-rupee note, an old- fashioned jacket etc.
d. It is used to connect parts of word divided at the end of a line:
	
	

	
	I was very much inte-

	
	rested while reading th-

	
	e book.


a. The parentheses or brackets
Parentheses serve the purpose of double dashes. If a phrase or a clause occurring within a sentence is not linked to its main idea, it should be enclosed within parentheses:
• The Grammar Book (I have bought from Sangam Publication) was very useful for the students.



• The jacket (My father bought from Bhat-bhateni Supermarket) was very expensive.
The Use of Capital Letters
We use capital letters in the following ways:
a. We use capital letters in each first letter of the sentence.
People speak English all over the world.
b. First letter of the proper noun:
i. persons: Aariya, Monika, Biplav, Duryodhan etc.
ii. places: Butwal, Bokhara, New Delhi, Pakistan, etc.
iii. days, months, festivals : Sunday, June, Dashain, etc.
iv. religions and religious terms: Hindu, Christianity, Islamic etc.
v. races, languages, adjectives derived from them: English, Gorkhali, Jhapali, etc.
vi. countries, nationalities: Nepal, Nepalese, Europe, European etc.
vii. names of schools, colleges, business houses, political parties etc.: Jana Jyoti Higher Secondary School, Horizon English H.S. School, Butwal Multiple Campus, Bhat-Bhateni Supermarket, the Civil Mall, Nepali Congress, UCPN Maoist etc.
viii. buildings, ships, flights, brand names etc.: Singhadurbar, Lal Durbar, Patan Durbar Square, Royal Nepal Airlines, Titanic, the Maruti, the Mittal Company etc.
ix. special days, special events, titles of books, stories, poems etc.: Children Day, Parents' Day, Bibaha Panchami, Ghode Jatra, Jeevan Kanda Ki Phool, Ode on a Gracian Urn, etc.
c. The first word of each line of poem often begins with a capital letter:
My heart leaps up when I behold When I see a rainbow in the sky...
d. The first word of a direct speech begins with a capital letter:
He said, "I want to be a doctor."
e. While writing the titles of stories, essays, poems, etc. we capitalize all the words except articles, prepositions and conjunctions:
A Tale of Two Cities, Importance of Road Transportation etc.
f. We capitalize the official names of government departments, the titles of the high-ranking officials etc.: The Director of Education, The Prime Minister, etc.
		


g. We capitalize the titles of persons, including degrees, and their abbreviations when they are used as a part of a proper noun: Prof. Dr. Sapkota, Lt.Gen. Bhusal, Ph.D.
h. The pronoun T is capitalized everywhere. He said that I didn't like him.

Exercise 1
In the following paragraph, insert full stops and commas where required. Begin every new sentence with a capital letter.
Mathematics allows us to expand our consciousness mathematics tells us about economic trends patterns of disease and the growth of populations math is good at exposing the truth but it can also perpetuate misunderstandings and untruths figures have the power to mislead people
Exercise 2

Put commas where necessary.
a. Lets review the work shall we?
b. The rooms in this building are spacious airy well it and well furnished.
c. These employees selected by the secretary himself will undergo a fortnight's training.
d. One should lead a life of lofty thoughts pure feelings restrained speech and selfless actions.
e. My student Santosh is representing the member of school.
f. He said "What do you want?"
g. I have bought salt sugar spice and tea-powder from the market.
h. Luckily I have got a chance for voting.
i. Our Prime Minister has inaugurated the building on Baishak 2, 2076.
j. The flight by which we were to travel got delayed.
k. This in brief is the plot of the story.
l. No I don't like the rude voice of the manager.
m. The teacher said "Bring your books exercise books pens and geometry box."
n. Hello how are you?
o. She was bom on June 8 1987 at Pyuthan in Nepal.



Exercise 3
Place a full stop, a mark of interrogation, comma, a mark of exclamation or other punctuation marks and capital letters where necessary:
a. how terrible it must have been for them
b. where has my bag disappeared
c. please dont buy anything for my birthday
d. alas he is no more with us
e. have you met dr pandey the lecturer of English
f. are there any files to be scanned
g. please follow the command properly	O JZi
h. what a beautiful scene	ML
i. what will you do if she does not pay on time
j. oh my god what am i hearing now
k. rita kamala and gita are going to new delhi
l. do you really want to listen something about dhurmus-suntali foundation
m. maya said to monika don't get off the bus until it is stationary
n. he will play ball wont he
o. ah my friend donot forget what dr sharma said cut a coat according to your clothes
Exercise 4
Punctuate the following sentences:
a. your angry with me arent you
b. we need an ma or bed to teach english for higher classes
c. have you met prof dr ram chandra poudel, the dean of open university
d. how handsome dr belbase looked in those days
e. is there anyone to register the name
f. stay in the room until i come back
g. what nasty comments
h. what will you do if he doesnt reply your message


i. dont care what he told you i know for a fact that he did it
j. oh therere a lot i have not got any idea
k. oh well it’s a hobby and it teaches you some geography
l. well every man to his taste but to me yours would be a dull life
m. when i am nervous i think I speak too fast
n. thank goodness our examinations are over at last
o. bravo youve done wonderful job
Exercise 5
Punctuate the following passages:
a. just then urmila looking elegant in a white saree walked into the room good morning gentlemen she said in her sweet voice good morning madam everybody responded taking her chair she turned towards the secretary and asked whats the agenda for todays meeting mrrana
b. Januka works in a food processing factory indu has just finished her studies and is looking for a job both of them are sweet and accomplished talking to them is a great experience they are however very busy and can hardly afford a free evening.
c. human technology developed from the first stone tools about two and a half million years ago in the beginning the rate of development was slow hundreds of thousands of years passed without much change today new technologies are reported daily on television and in newspapers
d. the entire low carbohydrate versus low fat diet argument is so prevalent that one would think that these are the only two options available for losing weight and staying healthy some experts even feel that the low carbon/lowfat debate distracts us from an even more important issue our culture’s reliance on processed and manufactured foods
e. when aunt arpita presented me a copy of gand his my experiments with truth I hardly realized how much I was going to enjoy reading this book did you ever see Gandhi in person i asked aunt alka yes dear I often went to attend his prayer meetings he was very sincere person unlike todays politicians.
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