Lcaml.ng how to punctuate well Is vital if you wish te be an effective plain
English communicator. Where you put — or don’t put — punctuation marks
can crtlcally affcct the way your reader interprets the messages in your
documents.

The advice given in this chapter overlaps that given in the discussion of
sentence structure (p. 24). This 1s hardly surprising, as one of the primary
uses of punctuation Is to give us signals about sentence structure.?®

Punctuation Is also a critical part of the style of an individual writer. All

writers use punctuation marks in slightly different ways, to create differences

of emphasls and shades of meanlng. Another writer, for example, might
disagree with your decision to include (or not to include) a comma in a part
of a particular sentence. Don’t worry unduly 2bout this, as styfe dillerences
are not all that important, as long a5 they do not introduce ambiguity or
confusion into the words belng used. This chapter also overlaps the chapter
on amblguity (pp.85-91).

Remember that all the tools of expression we consider in Writing in Plain
Engltsh — punctuation, grammar, style, usage — are only means to an end,
and that end Is clear, unambiguous communication. The test should always be:

Does this punctuation mark help.or hinder clarity?

Punctuation, grammar, style, and usage are not ends in themselves, although
you will meet many pedants and picky people who seem to belleve that this Is
so. This attitude unfortunately ignores the way in which English has evolved
over the centurles in an often haphazard manner, throwing up rules and
conventions that usually make sense, but sometimes do not.!! Prefer common
sensc to theories, and remember the rule about darity.

END PUNCTUATION
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End punctuation Is used to show the end of a sentence,
There are three forms of end punctuatlon. These are:
FULL STOP, or PERIOD — used at the end of a statement.

I wrote the document.¥? ’
QUESTION MARK — used at the end of a direct question,

Can you write that document please?
EXCLAMATION MARK, or POINT — used at the end of a forceful and/ot
cmotional statement.

Write that decument now) -



Acronyms
Acronyms are a form of abbreviation. Examples are RAM (random access memory) UNESCO

(United Nations Edueational, Sclentific and Culrum! Organisation) and $1 (Systéme International).

Acronyms are usnally formed from the first letters of a group of words, and are rendered in capi-

tals. They sometimes have full stops, but It is more common practice to have them without full

stops. Acronyms can usually be pronounced as words.®® Some acronyms are in general use,
while others are qulte technical.

Some common words started out as acronyms, such as scuba (self-contalned underwater
breathing apparatus), radar (radio detecting and ranging) and Jaser (light amplification by stimu-
Iated emission of radiation).

Acronyms can be of use to you as a form of shorthand — you don’t have to spell cut the full
concept. However, they can quickly degenerate into confusing jargon (p.112). To avold this,
foltow these steps:

1. Define the acronym. Either do this in brackets the first time you use 1t in the text, or else have
a list of abbreviations and acronyms at the back of your document, Never presume ‘everyone

r knows this one, so I won't bother to define lt'. Err on the side of belng obvious, rather than

confusing. It's amazing how many people do not know the full meanlngs of acronyms which

are in general, let alone technical, use, Definition {s particularly imporant where the one

i acronym Is used for multiple meanings (for example, PC = personal computer, police
constable, politically correct, privy councillor, past commander, petty cash, prices current,
per cent, post card).

2. Form plumls without apostrophes (see 'pp.140-3) — for example, MECs (miscellaneous
expense claims) using uppercase letters for the acronym and a lower-case letter for the ‘s’.

{ 3. Where possible, avoid existing acronyms. Say or write doctor instead of MD, nurse instead of

] RN, computer instead of PC.

4. Resist the temptation to form new acronyms, wherever possible. This will make life more
bearable, In other words, instead of coming up with a phrase, and thep an acronym based on
that phrase, try and use a single word. Coln a new word, if necessary, As IJbmhim sardonically
suggests:

Imagine If eacly sclentists had forced us to use MTAFM, NHMM, PNHMM, EISPU, MPUY, RCDWT, DEU
and UEBO Instead of airplane/aeroplanc, car, bus, computer, denslty, velocity, quanta, and appendix
(HTAFM: Heavier Than Air Flying Machine; NHMM: No-Horse Moving Machine; PNHMM; Public
NHMM; EISPU: Electronic Information Storage and Processing Unit; MPY: Mass Per unit Volume;
DEU: Discrete Energy Unit; UEBO: Useless End of Bowel Orpan!), (Ibrahim 1989; 28)

5. If an acronym seems unavoidable, try and make it a pronounceable one. Don’t distort normal
English word order tco much to do this, of course. Resist the temptation to make the acro-
nyms humorous and/or in problematic taste — for example, BURP = (spacecraft) backup rate
of pitch; EGADS = Electronic Ground Automatic Destruct System. If you feel you have to do
this, so that your acronym will be memorable within the welter of acronyms used in your
field, see this as a warning signal: you — and your professional pecrs — are using too many
acronyms, and may be seriously out of touch with the rest of the world.

"WF"""'—‘_— —n
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Question marks Question marks are used for direct questlons, but not indirect ones. Remem
ber that a question mark, like an exclamation mark, has the same punctuatior
weight or value as a full stop or period, and therefore does not require an)
additlonal punctuation to terminate a question. Thus:

She asked,'Is it plugged in?!
{s wrong. The full stop or perlod is quite unnecessary.
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Exclamation
mark

THE COMMA

The run-on
sentence or
comma splice

Questions in a series cach take a2 question mark, cven though each question
may not be a complete sentence:

We have to conslder every possible aspect of this contract. What are the
terms? Who benefits? What priee will they offer? Over the market value?
Under? About the averuge?

Questlon marks are sometimes uscd to signal to the reader that the writer
has doubts about a date or figure:

Charlemagne (742?-814) was the first Holy Roman Emperor.
We lost 300 (?) files In that fire.

This usage Is acceptable for brief sratements of things such as birth dates
and death dates about which there Is uncertalnty, but try 1o avoid ft for other
situations. Convey uncertalnty or approximation with words like about:

We lost about 300 files in that fire,
You should also try to avold conveylng sarcasm or Jrony with a question mark:

You'll love the excellent () food in the cafeteria,

To maximise the impact of exclamation marks, minimise thelr use. Try to
avold constructions such as the following:
We've really got to perform weli this year! No if's but’s or maybe’s! It's number
one or nothing at all for us! We've got to get the numbers up! All of us!

You may think that you are being persuasive and inspirational, but others
may think that you are merely being shrill and hysterical. Excessive use of
exclamation marks, like excessive use of capitalisation, Is the visual equlvalent
of shouting: if you verbally communicate only by shouting, then afier a while
no-one pays attention to you. In othee words, overuse weakens the impact.

Tcy to avoid using the exclamation mark to convey amazement, sarcasm or
Irony to the reader, or at least minimise this use:

Joe thinks that the average employee will be able to master Windows 96
in 5 () hours,

If you have doubts about 2 situatlon, and you are willing to draw attention
to such doubts In print by the use of the exclamation mark, express the
doubts in words, so that people are awarc of what you are really saying:

Joe thinks that the average employee will be able to master Windows '96
in five hours. My personal view ls that we may run into difficulties If we
only budget for such z low averape training time.

Commas can be used in sentences with conjunctions or linking words like for,
and, nor, but, or, yet and 50:%
She called my name, but I heard nothing.
The new model will be bluc in colour, and it should be avallable next week.
In shorter sentences, the comma can be dispensed with:
The new mode] was available and it was affordable.

Conslder one of the sentences above:

She called my name, but | I heard nothing, ||

The groups of words on cither side of the linking word &1t are known as
independent clauses, An independent clavse {s a group of words contalaing a
subject (ar actor) and 2 verb, and which could stand by ftself as a sentence, 1

u
*

USING PUNCTUATION TO AID CLARITY 133



Note that ithe comma 1S {00 WEaK 1 COnneEcior o iunk wo mucpolde
clauses:
The new model will be blue in colour, it should be avallable next week.
Fill in the form, ensure that you do it in ink and not In pencil.

These are run-sentences or comma splices, and they should be avolded. The
thoughts conveyed in independent clauses should be given their full weight or
value in the overall thythm of the sentence, Looking at or listening to run-on
sentences is like listening to 2 drummer who can't keep time and who keeps
hitting the bear too soon. Don't be in such 2 hurry.

People do somectimes talk In sentences like these, but written English and
spoken English are different. You probably would be most unhappy if an
wnedited version of your spoken words appeared word for word in a written
document; you would want to Imposc a more disciplined pattern upon them
when you ‘put it In writlng’,

If you are linking independent clzuses, use one of these means:

: Link Clauses/sentences
¥ conjunction + comma We ron down the street, but
they had already gone
- semicolon I was angry with her; she was
i’{ angry with me.
F‘ colon Qur department has really
excelled ltself; our figures are up
; 43 per cent on last year.
full stop/period (break into two We can’t get there from here,
sentences) We'll have to take the long way
around.
IF | P i il il r el v wnd

E " UEe commas to separate items in a series.
th L r:3

o
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Opinions vary on using commas In series.

We will need costings on computers, printers, screens and modems.
They walked In, Iooked around, and then walked out again.

Whether a2 comma should come before the final and In such sentences s
more than 2 matter of personal taste. You will have to consider the meaning
of the sentence, and determine whether a pause — signailed by a comma —
will help that meaning. The emphasis in the second sentence seems to call for
a2 comma before the and, while with the first sentence, such a2 comma is
optional.

If a list is complex, particularly If the items are modified by groups of words
that in turn ace set off with commas, then it is better to use semicolons as the
major form of punctuation:

That document will need to be signed by Mr Staines, the treasurer, by
Ms Fenwick, the manager of the Eastern Division; and by Mr Chen, the
board’s representative on these matters.
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commas to separate coordinate adjectives.

Nouns name things or people: James, woman, field, anger, dog.

Pronouns stand in the place of nouns: ke, bim, sbe, ber; thelr, 11.

Adjectives modify the meaning of nouns or pronouns: tall woman, angty
dog.

Coordinate adjectives modify the same noun or pronoun, They are
sepacated by coordinatlng conjunctions (for; and, nox, but, or;, yel, so) or by 2
comma. If their order is reversed, the meaning of the sentence does not
change.

This was golng to be a long, drawn-out negotlation.
The nolsy, smoky cafeteria is not my ideal place to eat.

Adjectives are not coordlnate when one adjective modifies another

adjective, which then modifies a noun or pronoun.

The expensive portable computer had broken down.

The angry assistant manager was irritatlog the customers.
A comma would be Inappropriate between the adjectlves in these sentences,
A conjunction between adjectives would not be appropriate, and meaningful
reversal of adjectives could not take place.

commas at sentence beginnings.

Sentences often begin with introductoty words and groups of words. The
comma can provide the pause needed to sepamte such introductons from the
major message of the sentence, Examples of such introductory units zre given
in table 14.2.

Table 14.2: Commas at the beginnings of sentences
T ' —
Intraductory word/s Example In sentence

however, still, Indaed, finally, Finally, we come 1o the 2200 model.
consequently

on the other hand, in addition to, for For exampla, conslder the 2200,
example, as a rasult, In conelusion

over the border, down the street Over the border, wa felt free at last.

Walking down the street, opened only Walking down the street, he noticed her

yesterday there.

To win the Tottary, to fiy to the moon To win the foftery, we may needtobuy a
lot of tickets,

Training funds now belng avallable, Tralning funds now baing available, she

ather things belng equal was able to improve her knowledge of
spreadsheets.

Before you begln that course, unless Unless we hear from you, we will begin

we hear from you at the official time.
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Some writers prefer to leave out these types of commas, arguung that suciy
commas are just clutter, and are unnecessary. It is true that commas can be
overdone (see pp.137-83, but commas can help to reduce ambiguity and
avoid confusion. Consider, for example, these sentences:

He painted rose and left.

When the operator has completed the wiring display voltage may decline.

If all letters are signed quickly post them.

For some people are just no good.

DOS performance Is not sacrficed providing Instantaneous screen updates
in the latest games,

With added Investigative powers aviilable to police Victora's mte of
apprehending criminals is the best it's been for 18 years.

Some of these ambiguities relate to wonds that can be efther verbs or nouns,
depending upon context. Plain English should be slmple and unambiguous.
Your reader should not have to work hard to decipher your meaning. Your
reader should only have to read your words once, not twice or a number of
tlmes, Even multlple readings may not yield the true meaniag you are trying to
get across il the amblguity is deep in the structure of the sentence. For
example, which of the following do you mean?

—
‘When the operator has
completed the wiring ’ display voltage may decline.
or
When the operator has
completed the wiring display ’ voltage may decline.
I -

Any misunderstandings ardsing from such confusion might be minor, but they
could well be major in certain circumstances.

Note that legal writers, for example drafters of legislation and contracts, often
leave out punctuation such as commas, apparently due to fears that such punc-
tuation might introduce ambiguity, While this occasionally may be true, omis-
slon can alsa introduce ambliguity, as we have just secn. Omisslon can also make
the reader work and can create 2 most user-unfriendly feel co documents. In
fact, not only may such documents feature too few commas but also too few full
stops with the result that seatences are over-fong, forbidding and confusing,

"WUs EE commas to set off non-restrictive elements.
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Groups of words!? act as modifiers in sentences. Some of these sentence
elements need to be punctuated with commas, and some do not, Consider, for
example, these sentences: ~
Companles, battling downsizing pressures and inflation, are finding this
year to be a tough one,
Companies vsing this software may have an advantage.

Both sentences feature groups of words modifying or telling us about the
same subject, Compantes. In the first sentence, the phrase battling down-
sizing pressures and inflation could be chopped out, and the sentence would
still be meaningful and fairdy specific:

Companies are finding thls year to be a tough one.



Other uses of
the comma

Comma
overload: more
comma faults

In the sccond sentence, the word group rsing this soffware cannot be
removed as tidily. If removed, the sentence now reads:

Companles may have an advantage,
which is almost sc general as to be meaningless.

Such non-restrictive elements can be removed from a sentence without doing
too much damage to the basic meaning of the sentence. These elements are usually
set dpart with commas, although sometimes parentheses (brackets) or dashes are
used. Restrictlve elements cannot be removed without changing er destroying
the meaning of the sentence, and should not be set off with punctuation Uke
commas.*® Examples of such elements are shown in table 14.3.9> Remember, if
space dictates a palr of commas, don't forget to inciude the second one,

Table 14.3
'l T
Resirictive Nen-restrictive W
_Companles using this softwars may Companles, battiing downsizing '
have an advantage. pressures and Inflation, are finding this
year to be a tough one.
All members of our staff who are All members of our staff, who hawve
gualified are ellgible to apply for training | besn worrled about their skills level for
programs, some tims, are eligible to apply for
tralning programs.
Tha computer manufacturer /5M has IBM, the large computer manufaciurer,
had a difficult year. has had a difficult year.
After salutations: Dear Mary,
Ladiecs and gentlemen,
After closings: Yours sincerely,
With titles: Prakesh Shastri, Manager, Acquisitions Divislon
Robert Sanborn, Jr.
Celeste Sanborn, Ph.D.
With addresses: 2056 Lagrange Grove, Oldtown 68023

Some writers believe that text should be punctuated to reproduce the way
people speak. Avoid this practice, because it does not always help the reader
to clarify mezning, and may in fact be confusing. Punctuating in this manner
might lead to passages such as this onc;
Accounting Department staff, should .not be unduly concerncd, about the
altcrations being made, to the fire escape on the east wall, today.

It Is quitc possible for writers to use commas In a technicaliy correct
fashion but still produce sentences that are unciear, or fust sheer hard work.
For example:

The quality evaluation team, based, for thls month only, in the Human
Resources Department, will need to, and I must be emphatlc, indeed,
very emphatic, about this, rapidly, consistently and thoroughly consider
all quantitative, as opposed to qualitative, mecasures which relate to work .
flow, especially that of the western wing of the main complex, as budget
changes for any type of restructuring of facilities neced to be considered
by June 4, at Iatest, if not, indeed, sooner.
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thcy have no place in practical documents crcarcd today If a sentence
contalns more than three commas, you should carefully consider whether you
need to recast that sentence, or split it Into two or more smaller sentences.
Punctuation and sentence structure are thus merely two sides of the one

coin.
A\ Correct any errors you find In the decument below.
ACTIVITY
B L2 0
COMMAS

GrEAGHA A TN s
e XSEED

— — by — |
INTERNAL MEMORANDUM
To: Meligsa Strang Data From: Joanne Wensley
Resources 8cuth Team Coordinator
Re: Sundry, accounta Date: 14 September, 1906
e _—

Thanks for your memo, was I surprised to hear about
those Malaysian currency transfers? I'll get onto, those
right away. The Kuala Inmpur manager, Ron ghadbolt has
since informed me that electronio, funds transfers,
between the two countries, have had their problems (1) of
late, perhaps that's the cause of our problems.

I think hecause of this, that we need to develop a policy, to
the effect that all branches, that are handling international
electronic funds transfer, need to have priority access to
head office computer speclalists egpeclally when we know
systems pec’s faults are increasing.

I attach coples of an account that has had maoney wrongly
credited to it, if you can immediately fix this debit it
appropriately, if not? gdet back to me right, away.

F ¢ & 8 & 4 B B B 9 % B B S B B 4 SR BB R AR e R A SN
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THE SEMICOLON
T 5 e”, semicolons to separate independent clauses not joined by
coordinating conjunctions.

i--a 5\3

e

Uss et

Independent or maln clauses are often separated by coordinatlng conjunc-
tons (for and, nor, bul, or yel, so), but they can also be separated by semi-
colons, colons and full stops or periods.

The full stop or period Is used to break the clanses into separate sen-
tences, and {s chosen when the writer wants {o emphasise the differences of
the thoughts embodied in the clanses/sentences.

Writers use semlcolons and colons when they want to emphasise the
linkage between the two (or more) clauses. The semicolon is used when the
clauses are relatively cqual and balanced, and when the writer wants to create
mlld suspense or expectation In rthe reader;

Here Is the first statcment; here Is the second statement.

On the one hand I say this; on the other hand I say that.

I was angry with her,; she was angry with me.

Handling databases was one of her skills; handling spreadsheets was
-another.

The semicolon is sometimes an invitatlon to read the first part of the
sentence with a rising inflection, and the second part of the sentence with a
falling Inflection.

semicolons to separate independent clauses linked by conjunctive

adverbs.

Conjunctlve adverbs are words such as accordingly, also, anybow, anyway,
besides, consequently, furthermore, bence, bowever indeed, meanwblle,
moreover, namely, nevertbeless, similarly, still, therefore and thus. These
words link independent or main clauses. The semlcolon Is used to link such
clauses, the comma being too weak for such a purpose and the full stop or
period being too strong.
She has the qualificatons; consequently, she must be considered to be a
candidate for the job.
The machine Is only producing 305 units an hour; therefore, we know
that something Is amiss.

The semicolon can be replaced by 2 comma (or by nothing) If a coordinate
conjunction s added to the link between independent clauses:
She has the qualifications, and therefore she must be eonsidered to be a
candidate for the job.

Use- semicolons to prevent ambiguity.

The semlcolon 1s a medium pause signal, helng halfway In strength between
the comma (short pause) and the full stop or period (Iong pause), It can be
usefully employed when a sentence coatains a number of phrases and clauses
already separated by commas:
That document will need to be signed by Mr Staines, the treasurer; by
Ms Fenwick, the manager of the Eastern Division; and by Mr Chen, the
board's representative on these matters.
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order to communicate the idea that three people, not four, are Involved:
The document will need to be sipned by Mr Stalnes Ms Fenwick the
manager of the Eastern division and Mr Chen
The dearest way Is by using semicolons, together with a comma:

The document will need to be signed by Mr Staines; Ms Fenwick, the
manager of the Eastern division; and Mr Chen.

THE COLON
R C IO v
s Us e, colons to introduce new information.

e ‘The colon s used primarily to link an independent or main clause to a word,
phrase or dependent (subordinate) clause which amplifies, exemplifies or sum-
marises the independent clause.

This system has eyen greater capacity: it can hold 4.2 gigabytes of data.

We have only one aim this year; to beat the competition hands down.

My fantastic success can be explalned by one personal quality: humility.

Somec writers use a capital letter for the first word after a colon, but

logically speaking, there is no justificatlon for this: the colon does not have
the full welght of end punctuation, and thus a capital letter for the first word
— indicating a new sentence — I8 inappropriate. (Capital letters are, of
course, appropriate In the first word after the colon If that word Is a proper
name.)

{ﬂ’i JUse™ colons to introduce quotations or series.

"“—'".'"3 The colon s also used to introduce a List or serles:

Production levels, in the final analysls, will depend upon three factors:
good weather, low equipment downtime, and harmonious industrial
relations.

‘The colon s also used to introduce a quotation: (see, there's one there)

One expert sums It up thus:*The greenhouse effect could be substantially
slowed if people simply walked, used bicycles, or drove electelc cars!

Other uses of After satutations: Dear Mary:
In memos: To: You
the coleon From: Mc

Re/subject: The Meaning of Life
Date: 4th June, 2004

To separate bours, minutes, seconds:  10:32:16 PM

In Bible citations: Psalms 23:6

THE APOSTROPHE

The apostrophe has three uses: to show possession or ownershlp In nouns
and indefinite pronouns, to show that one or more letters have been omitted
.from a word, and to forms plurals of letters and numerals,
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- Us ek, apostrophes to show the possessive case in nouns and indefinite
pronouns.

With singular nouns, the apostrophe plus an s — hereafter known as 's — is
placed at the end te indicate possession:

the boy’s book

the child's crying
Indonesia’s economy
a week’s salary

With plural nouns, only an apostrophe 1Is placed at the end to indicate
possession:
the boys' books
the rwo countries’ economies
two weeks’ salary
If a plural noun does not need an -5 suffix to form a pilural — for example,
children, sheep, women — then the plural noun behaves like a singular, taking
the apostrophe before the -5

the children's laughter
the women's refuge

Indefinite pronouns include anybody, anyone, everybody, everyone, every-
thing, neither, nobody, no-one, one, some and somebody. These behave like
singulars, even I plural reference s obvious:

Everybody’s property usually means nobody’s property.

‘When singular nouns end in -5, 2dd -5 to indlcate possession:

the plass’s contents

Santa Claus's beard
Barry Thomas's anger
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When plural nouns end in -5, add the aposirupuc divbw o widicdi

ossesslon:

the glasses’ contents
the Santa Clauses’ beards
thé Thomases’ anger

In compound words or word groups, add the - only to the last word:

her sistec-in-law’s phone number

the comndes-in-arms’ morale
the plant manager's schedule
When two or more words show Individual or separate possession, add -¥ or
an apostrophe to ¢ach of them:

Laurel’s and Hardy's differing styles

Personnel’s and Marketing's parking slots

Barry's and Melinda’s results
When two or more words show joint or combined possession, add -’s or an
apostropfte only to the last word: '
Linda and Michael's wedding
Marks 2nd Spencer’s sale

the Thomases and Johnsons' fence

apostrophes to show omission.
Apostrophes can be used to show that letters, numbers or words bave been

onitted or abhreviated:

1

1 Original Shotrtened Original Shortened
E form form form form
: cin't can not shan't shalf not _|
,J we've we have we'll we will/shall
{1 who's who is/has they're they are
you're you are doesn’t does not
g I'm Tam let's let us
] won't will not aren't are not
3 (contraction
] of wonnot,
Ff an
; assimlilation
3 of wol nob)
] surfin’ surfing talkin’ talking
d{ (non-standard) (non-standard)
o'clock of the clock 97 1997
. (but context
. may suggest
another
Py century,
F] e.g.. 1897




- Us e an apostrophe to form plurals of letters, numbers and words used as

Lmr=rieen terms.

-

Mind your p’s and g's.
T can't tell his 2’s from his 77,
There's no s, but’s or maybe’s about this.

Note that usage of apostrophes for these purposes, as with full stops used
to denote abbreviations, can vary.

> misuse apostrophes. :
Apostrophes are not used to form plurals of normal words:

Vegetable's for sale
Vegetables for sale

The workers' are not happy.
The woarkers are not happy.

Apostrophes are not necded In verbs:

He walk’s
He walks

It barks’
It barks

Apostrophes are not needed to show possession in personal pronouns.
Pronouns like bis, bers, fts, ours, yours and thefrs are already possessives, and
do not require an apostrophe ta show possession:

What's our’s is yours’
What's ours is yours [/]
It’s back

Its bark

It's/its causes much confusion. Remember that the apostrophe in #’s shows
omission, not possession, If- in doubt, expand any #f5/1f's you see to ¢ 5. If
this expansion makes sense, then the ¢t in question is actually # fs; if it
doesn’t make sense, then the ffs s a possessive:

The dog Is here on the verandah. It's waggling Its tail.
It s wagging makes sense; therefore s is punctuated earrectly,
It is tall makes no sense; therefore #fs Is punctuated correetly.
The dog is here on the verandah. Its wapging it's tail,
Its wagging makes no sense within this sentenece as a possessive pronoun
before wagging; therefore s is punetuated Incorrectly.
It 1s tall makes no sense; therefore s is punctuated incorrectly.
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AL A, LA ALAND

Capital letters are UPPER CASE letters (A, B, C), as opposed to lower case
letters (a, b, ©).

i , Use , capitals to begin a sentence.
T Please walk down the street.
Walk dowa the strect!
Wil you walk down the strect?
-—-r-“---...
'L,».x.. ‘Us e~ capitals for complete quotations.
Hamlet said, “To be or not to be?
However, note this construction:
*To be,’ Hamlet said, ‘or not to be! -
Here, a capltal begins the sentence, and beglns the quotatlon, but a capiial is
not used for the second part of the quotatlon — lower case Is quite adequate,

T‘_I! ;1

*U'se capitals for proper notns and proper adjectives.
Proper nouns are those which identify persons by name or by title, divine/
sacred entitles, geographlcal places, rellglons, days, months, festivals, organ-
isations, family members (name, not role), common nouns when personified
and given wunique reference, publications, languages, pationalltles, and
proprietary/brand objects (see p, 162). Proper adjectives are those adjectives
formed from proper nouns.

A.I.

N

[r Proper nouns Proper adjectives

H{ England English o
!'. Russia i Russian

] Mahler

Mahlerian

—

Py ——

.

I

]

Notice that some proper nouns become common nouns when a general,
rather than a specific, meaning is called for:

Hls last word was ‘Mother’, but his mother was nowhere to be seen. In
the last minutes, he thought he was in Heaven, but the battlefield was
not the most heavenly of places.

Over time, some proper nouns become common nouns -= zeppelin,
kleenex, mafian — and have thus expended with capital letters.

PARENTHESES AND BRACKETS”

Parentheses, brackets and dashes are all punctuation marks that allow a writer
or speaker to convey additlonal Information, usually subsidiary to the main
thrust or import of the sentences,

Commas can also be used for this purpose, of course;

She performed, unlike the others, extremely well In the test,
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Such items of punctuation — commas, parentheses, brackets, and dashes —
occur In palrs — one before, and one after the additionat Information. One of
the most common errors made by writers is to forget the second half of the
punctuation palr. Watch out for this when you edit your document. The dash,
as we have just seen in the first sentence on this page, can appear In pairs, or
singly. Just to complicate matters, such additional information is uvsually
referred to as parenthetical material (even though punctuation apart {rom
parentheses, or curved brackets, may be being used).

When reading aloud sentences which contain material set apart with
commas, parentheses, brackets or dashes, the convention is to lower the pitch
of the volce for the duration of the material set apart:

She performed extremely well in the test.
unlike the others

'“"U"‘"&:-- parentheses to provide relevant but not vital information.
Information such as explanations, digressions, examples and references can
be contained within parenthescs. Abbreviations and acronyms (pp.131-2)
should be accompanied by an explanation or expansion in parentheses the
first time they are mentioned, and then the abbreviated form can be used
subsequently,
1lis research was concerned with understanding the similarities betsween
tsunamis (Jarge waves caused by underwater earthquakes) and
maelstroms (very large whirlpoolis).
Ragged right justification is discussed elsewhere in this book (see pp. 35-6).

The beach was bathed in bright moonlight (a sight which reminded me
of another beach, in' another place, at another time).

Further research, this time funded by WHO (World Health Organisation),
produced findings that were quite different,

Place the maln sentence punctuation outside parentheses:

She sat down at the machine, (a Compaq Pentium Pro,) and proceeded to
show us just how fast she could type, (120 words per minute)

She sat down at the machine (a Compaq Pentium Pro), and proceeded to
show us just how fast she could type (120'words per minue), [/

§ % Ji o parentheses with numbers and letters used in lists or series.

To travel safely in that area, you are by law required to have (1) a2 four
whecl ddve vehicle, (2) a winch fitted to the vehicle, and (3) a two-
way radlo.

We were confused and upset, and didn't know whether we should
(a) stay where wc were, (b) walk along the highway, or () try and
make our way back over the hills,

ym e

*  User brackets for parenthesis within parenthesis.
- T For further Information, consult an authorltative source (for example,
Smithers, Jacob, Sporrin Taxiderry: Advartced Tbchnigues [Aberdeen:

lallans Press, 1968)).
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U 8 e- = brackets within quotations to show changes and comments.

Conslder an origlnal passage [rom which you may choose to quote;
‘Given the changes proposed, the best place for the Personncl Depart-
ment will be on the twelfth floor. They will be closer to Central Adminls-
tration, and they will be best placed to begin using the new mainframe
virtually on the day it is to be installed, We believe that all these changes
can be put In place by January, 1897

Bracketls can be used to show quoted material:

« with capital letters adjusted to fit the sentence In which you quote it
‘[TIhe best place for the Personnel Department will be on the rwelfth
floor’ is the only recommendation I would take Issue with In this report,

+ with explanations and expansions:
The good news in this report for our department s that ‘[the Personnel
Department] will be closer to Central Administration, and they will be
best placed to begin using the new mainframe virtually on the day it is to
be Insulled [July 23, 1996)!

» with mistakes not edited out of the original;
The report concludes, ‘We belleve that these changes can be in place by
January, 1897 [sic).

Sfc 1s the Latln word for ‘thus’ or 'so’ and Is used when a writer needs to

quote the original passage without tampering with it, even though the orginal

has a mistake in it.

THE DASH

1\«\ T

” ”‘é‘e 3 > the dash to show abrupt changes in tone or thought.
He submitted his report — if we can dignify It with such a term — three
weeks late,
They chose me -~ why does It always have to be me? — to do the
presenmtlo:i to the board of directocs.

the dash to show hesitatlon or suspense.
‘T don’t know whether T should tell you about —' she said, turning aside.
The final outcome was — disaster.

the dash to emphasise other parts of sentences.
The focus of their dellberztions — whether such 2z large budget item
should be approved or not — was being lost.
The paint that they had chosen — mixed espedially for them — was

ghastly.

5 Us €y the single dash to follow an Introductory series and final series and
e d explanation,

Famine, discase, war — all of these had hit the small country in the past
three years.

The small country had had numerous afflictlons in the past three years —
famine, disease, war,

Of the afflictions they had suffered in the past few years, the villagers
feared one above all — the bloody civil war that would rp their
country apart again,
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THE HYPHEN The hyphen can be considered as being part of punctuation, but equally it
may be consldered as part of spelling.

Uee'T, hyphens to show word division.
et Hyphens are used when words are divided berween lines, usually because
there Is not enough room in the line to give the word in its unbroken form,
For example:
It Is important when breaking a word berween lines to ensure that the
hyphen -
ation does not cause confusion,
Try to ensure that the hyphen falls between narumlly oecurring syllables,
and try to ensure that there are two or more letters of the word at the end of
a line and three or more letters at the beginning of a line — for example:
byphben-ation, not hyp-henation ot bypbenati-on ot byphenation
Avold hyphenating single-syllable words. Also try to avold hyphenating words
In a manner which might cause confusion. For example, {f you hyphenate
rteething as teething or redress as re<dress, you may confuse your reader.

P sl

L 5% hyphens with compound adjectives.
= A compound adjective is formed when two or more words arc placed before a
noun and modify that noun. Hypheas are used for such compound adjectives:
He was the author of a /ttleknouwn novel.
He read the ten-page document.
When such compound adjectives ocevr after a noun, rather than before i1,
the hyphens are not used:
That novel is little knouwn around here.
The document was fen pages long,

' User suspended hyphens appropriately.
- A suspended hyphen is used in parallel compound adjectives:
The figures showed a clear contrast between pre- and postwar inflation
rates.
The first- and second-quarter figures were not impressive.
Prefixes such as self-, all-, ex- and gquast- usually take hyphens:
self-control, all-inclusive, ex-hoyfriend, quasi-gavernmental
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U'se . hyphens with numbers,

-y

Hyphens are also used with numbers, such as:

+ fractlons (tbreequarters)

¢ doubledigit numbers (sixfy-six)

* number-word combinations (20-40-1 odds, 70-minule recording)

QUOTATION MARKS

s — -——ﬂ..,__‘_

[ Us ¢, quotation marks to show direct quotation.

e --—hl.-n.."

Tm just not petting the productlvity out of these machlnes that [
expected, Maria observed.
Tndirect quotation is used when the actual words of a person are being
reported, but not necessarily word.for word:
Maria sald that she was just not getting the productivity out of those
machines that she expected.

= alternate types of quotation for quotes within quotes.

There are two types of quotation marks: double quotation marks (" 7) and
single quotation marks ¢ 7). Usage varies conslderably, but there Is no compel-
ling reason to choose one over the other for basic punctuation. Choose one
style, but then use it consistently to avoid confusion,
The two types of quotatlon marks can be useful for showing quotations
within quotatlons:
Mary whispered, “Did you notice that he said ‘Some departments velll be
exempt from these cutbacks'?”
Mary whispered, 'Did you notice that he said “Some departments will be
exempt from these eutbacks™?

{ quotauon marks only for short quotations,
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What 1s short? How long Is a plece of string? Over time, the conventlons have
developed that If you wish to quote poetry of less than three lines’ length, or
prosc of less than four lines’ length, then you should simply incorporate it
Into your sentences, setting the words off with quotation marks. If, however,
you wish to quote poetry of more than three lines' length, or prose of more
than four lines' Iength, then dispense with quotation marks altogether, lead
into thc quote with a colon, and indent the text:
One expert sums it up thus: “The greenhouse effect could be substantlally
slowed if people simply walked, used bicycles, or drove electric cars?
(short quotation).

One expert surns it up thus:
The greenhouse effect conld be substantlally slowed If peoplc simply
walked, used blcycles, or drove electde cars, Electric vehicdles powered
from fossll-fuelburning power plants are not necessarlly a solutlon, of
course, but if solar pagels are Installed on domestic garage roofs, then solar
power can be collected throughout the day and stored in batteries. This
battery power can then be transferred to cars overnight,
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INTERNAT MEMORANDUM

To: Priscilla khan Bubject: new Markets

From: George Shaw Date: 4 August- 1866

ThanX's for you're memo's of the &lst June and: 15t
August 11 pass the technical dats from the Airst memo
along to my technical staff

A8 our Pentium Pro sales grow old stock (e.g., the : 181
3863; the 192 486-5x, the 154 486DXes’ will need to be
cleared out at what price is the real question; of course?
We also need to examine our stocks of the palm top-
computers my inventory datas' on those’ 1g'nt all that good

Your right about software sales, we need to meet with the
board on tho'se guestions?

Therse ars, three main issuss namely; [1 how much further
can we cub our prices' given thatths major overseas'
suppliers’ ars still cutting theirs’ , (2:) Should we make an
offer to the Burprise co for their presentation package? 3.
And 3. Should we press our own CDS’.

Il put it on the agends however 1d like to talk to you
beforghand °
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