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Punctuation is a set of specific marks or 

symbols that we used to express the meaning 

of our sentences clearly and to make the flow 

of the text smooth. 

What is Punctuation?
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Punctuation Marks



23/07/2023 4/12Resume and cover letter/Dr.S.Parvathi/AP/SNSCT



23/07/023 5/12Team Building/Dr.S.Parvathi/AP/SNSCT

This is the most popular punctuation 

mark because you simply cannot write 

even a single sentence without using it. 

So, there are two most common uses 

of a full stop: to indicate the end of a 

sentence, or to follow an abbreviation.

For example:

We feed this cat every evening.

Mr. Brown does not agree with these 

new rules.

https://7esl.com/full-stop/
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Comma (,)

A comma is often used to separate different ideas in a sentence. 

However, it has many other uses as well, and it is important to 

remember them as well. Some of the most common comma rules 

follow.

1) A comma separates two sentences when putting a full stop between 

them seems to create an unnecessarily long pause.

For example:

Mark went by bus, and Allison took a train.

2) Commas separate items in a list.

For example:

We bought apples, peaches, grapes, and oranges in the fruit market.
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3)A comma is used after an introductory word or 

phrase, such as at the end of the day, however, in 

contrast, etc.

For example:

Nevertheless, we managed to get home until sunset.

4)If you have a tag question at the end of your 

sentence, you also need to use a comma to 

distinguish it from the rest of the sentence.

For example:

You are going to the party this weekend, aren’t you?

Comma rules
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5) If you are directly addressing someone, you need 

a comma.

For example:

James, what are you doing tomorrow after school?

Comma rules
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Question Mark (?)

A question mark, as its name suggests, needs to go at the 

end of every interrogative sentence instead of a full stop.

For example:

How old are you?

Do you remember what I told you about yesterday?

https://7esl.com/question-mark/
https://7esl.com/interrogative-sentence/
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An exclamation mark added at the end of a sentence 

shows emphasis. Depending on the meaning of the 

sentence, it can indicate anger, happiness, 

excitement, or any other strong emotion.

For example:

Leave me alone!

I’m so happy to see you!

I can’t wait to go to Paris!

Exclamation Mark (!)

https://7esl.com/exclamation-mark/
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As their name suggests, quotation

marks indicate direct quotations. You can also use them to show

that a word or a phrase is being used ironically, or for titles of

articles, book chapters, episodes of a TV-show, etc

For example:

“You’ll never believe what happened last night,” Jerry said.

In his article “How To Succeed in Everything You Do”, Mary 

Smith gives her readers three valuable pieces of advice.

Quotation Marks / Speech Marks (” “)
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An apostrophe has two very important uses. Firstly, it can be 

used in contractions in place of omitted letters. Secondly, it can 

show possession.

For example:

You don’t have to go to the supermarket if you don’t want to.

We need to invite both of Sally’s sisters to the party.

Apostrophe (‘)
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Even though it looks very similar to a dash, a hyphen has very 

different uses. It’s most commonly used to create compound 

words.

For example:

He is a very self-confident person.

Due to various factors, Susan decided to work part-time this 

summer.

Hyphen (-)

https://7esl.com/hyphen/
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There are two different dashes, the en dash and the em dash, the 

first being slightly shorter than the second one. The en dash is 

usually used to show a connection between two things, as well as 

a range of numbers, years, pages, etc.

For example:

London – Paris flight takes about 1 hour and 15 minutes.

For tomorrow’s lesson, I need to read pages 45 –78 of the 

textbook.

Dash (– or —)

https://7esl.com/en-dash/
https://7esl.com/em-dash/
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The em dash can replace a comma, a colon, or parenthesis. You 

can also use it to put emphasis on the ending of your sentence.

For example:

This year, Mark has traveled to quite a few countries—Poland, 

Germany, Lithuania, Georgia, and Greece.

Her answer was loud and clear—No!

Dash (– or —)
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Colon (:)

A colon is a punctuation mark you will come across very often 

in different circumstances. It can introduce an example, a list, 

an explanation, or a quotation. Or, you can also use it to 

emphasize a certain point.

For example:

There are two things you can do: continue being miserable or 

move on with your life.

There’s only one person in the world who can tell you what you 

should do: you.
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A semicolon is a punctuation mark that creates a longer pause 

than a comma but a shorter pause than a full stop. So, it can be 

used to create a pause between two independent clauses that 

are still closely related to each other.

For example:

My mother is a doctor; my father is an accountant.

Semicolon (;)
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In most cases, you will see additional information in parentheses. 

Usually, it can be omitted without creating any confusion for the 

reader.

For example:

My young daughters (aged 5 and 7) just love playing with our 

neighbors’ dogs.

Parentheses ()
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Brackets are, in a way, similar to parentheses. However, they are 

mostly used in academic writing and when presenting quotes. For 

instance, the writer can add extra information or fix mistakes in 

brackets, without changing the original quotation.

For example:

The witness said, “I could hear him [the policeman] but I couldn’t 

see him”.

Brackets []
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An ellipsis creates an intriguing and mysterious atmosphere in the 

text. In addition, it can be used to show that some letters or even 

words are omitted.

For example:

So… what happened next?

She was smart, funny and pretty but… something still felt wrong.

Ellipsis (…)
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You might need to write a fraction a measurement, or to suggest 

alternatives in your text. These are just three of the instances 

where you will have to use a slash.

For example:

For this recipe, you will need 1/2 glass of water and 3/4 glass of 

flour.

The car was going as fast as 120 km/h.

You need to press the On/Off button.

Slash (/)
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