PUNCTUATION 
209. Punctuation (derived from the Latin punctum, a point) means the right use of putting in Points or Stops in writing. The following are the principal stops:- 

1) Full Stop or Period (.) 
(2) Comma (,) 
(3) Semicolon (;) 
(4) Colon (:) 
(5) Question Mark (?) 
(6) Exclamation Mark (!) 
 
Other marks in common use are the Dash:- Parentheses ( ); Inverted Commas or Quotation Marks" ". 
 
210. The Full Stop represents the greatest pause and separation. It is used to mark the end of a declarative or an imperative sentence; as, 
Dear, patient, gentle, noble Nell was dead. 
 
211. The Full stop can be used in abbreviations, but they are often omitted in modern style. 
M.A. or MA  
M.P. or MP  
U.N.O. or UNO 
Note that in current English Mr and Mrs occur without a full stop, as these have come to be regarded as the full spellings. 
 
212. The Comma represents the shortest pause, and is used :- (1) To separate a series of words in the same construction; as, England, France and Italy formed an alliance.  
He lost lands, money, reputation and friends.  
It was a long, dull and wearisome journey.  
He wrote his exercise neatly, quickly and correctly. 
Note:- A comma is generally not placed before the word preceded by and. 
 
(2) To separate each pair of words connected by and; as, We should be devout and humble, cheerful and serene.  
High and low, rich and poor, wise and foolish, must all die. 
 
(3) After a Nominative Absolute; as, 
This done, she returned to the old man with a lovely smile on her face.  
The wind being favourable, the squadron sailed. 
The genius making me no answer, I turned about to address myself to him a second time. 
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(4) To mark off a Noun or Phrase in Apposition ; as, Paul, the apostle, was beheaded in the reign of Nero.  
Milton, the great English poet, was blind. 
Pandit Nehru, the first prime Minister of India, died in 1964.


(5) To mark off words used in addressing people Come into the garden, Maud. 
How are you, Mohan? 
Lord of the universe, shield us and guide us. 
But when the words are emphatic, we ought to use the Note of Exclamation; as, Monster! by thee my child's devoured! 
 
(6) To mark off two or more Adverbs or Adverbial phrases coming together ; as, Then, at length, tardy justice was done to the memory of Oliver. 
 
(7) Before and after a Participial phrase, provided that the phrase might be expanded into 
a sentence, and is not used in a merely qualifying sense; as, Caesar, having conquered his enemies, returned to Rome. 
 
(8) Before and after words, phrases, or clauses, let into the body of a sentence; as, He did not, however, gain his object. 
It is mind, after all, which does the work of the world. 
His behaviour, to say the least, was very rude. 
His story was, in several ways, improbable. 
Let there be no strife, I pray thee, between thee and me. 
The essay-writers, whose works consisted in a great measure of short moral dissertations, set the literary taste of the age. 
The people of Orleans, when they first saw her in their city, thought she was an angel. 
 
(9) To indicate the omission of a word, especially a verb; as, Rama received a fountain pen; Hari, a watch.  
He was a Brahmin; she, a Rajput.  
He will succeed; you, never. 
 
(10) To separate short co-ordinate   clauses of a Compound sentence; as, The rains descended, and the floods came. 
Men may come and men may go, but I go on for ever. 
I came, I saw, I conquered. 
The way was long, the wind was cold. 
The minstrel was infirm and old. 
When there is a conjunction the comma is sometimes omitted; as, He came and saw me. 
 
(11) To mark off a direct quotation from the rest of the sentence; as, "Exactly so," said Alice. 
He said to his disciples, "Watch and pray." 
"Go then," said the ant, "and dance winter away." 
 
(12) Before certain co-ordinative conjunctions; as, 
To act thus is not wisdom, but folly. 
 
(13) To separate from the verb a long Subject opening a sentence; as, 
  The injustice of the sentence pronounced upon that great scientist and discoverer, is now evident to us ail. 
All that we admired and adored before as great and magnificent, is obliterated or vanished. 
 
(14) To separate a Noun clause-whether subject or object preceding the verb; as, Whatever is, is right. 
How we are ever to get there, is the question, 
That he would succeed in his undertaking, no one ever doubted. 
 
(15) To separate a clause that is not restrictive in meaning, but is co-ordinate with the 
Principal clause; as, 
Sailors, who are generally superstitious, say it is unlucky to embark on a Friday. During my stay in Sri Lanka I visited Mihintale, which is regarded as the cradle of Buddhism. 
When the Adjective clause is restrictive in meaning the comma should not be applied; as, This is the house that Jack built. 
The Lord is nigh upto them that are of a broken heart. 
The echoes of the storm which was then raised I still hear grumbling round me. 
The design was disapproved by everyone whose judgement was entitled to respect. 
 
(16) To separate an Adverbial clause from its Principal clause; as, When I was a bachelor, I lived by myself.  
If thou would 'st be happy, seek to please. 
When the Adverbial clause follows the Principal clause the comma is frequently omitted; as, 
Seek to please if thou would'st be happy 
 
213.The Semicolon represents a pause of greater importance than that shown by the comma. It is used :- 
 
(1) To separate the clauses of Compound sentence, when they contain a comma; as, He was a brave, large-hearted man; and we all honoured him. 
 
(2) To separate a series of loosely related clauses; as, Her court was pure ; her life serene; God gave her peace; her land reposed. 
Today we love what tomorrow we hate; today we seek what tomorrow we shun; today we desire what tomorrow we fear. 
 
214. The Colon marks a still more complete pause than that expressed by the Semicolon. 
It is used (sometimes with a dash after it): - 
 
(1) To introduce a quotation; as, 
Bacon says :- “Reading makes a full man, writing an exact man, speaking a ready man.” 
 
(2) Before enumeration, examples, etc; as, 
The principal parts of a verb in English are: the present tense, the past  Tense, and the past participle. 
The limitation of armaments, the acceptance of arbitration as the natural solvent of international disputes, the relegation of wars of ambition and aggression to the categories of obsolete follies : these will be milestones which mark the stages of the road. 
 
(3) Between sentences grammatically independent but closely connected in sense; as, Study to acquire a habit of thinking: no study is more important. 
 
215. The Question Mark is used, instead of the Full Stop, after a direct question; as, Have you written your exercise? 
If you prick us, do we not bleed? If you trickle us, do we not laugh? If you poison us, do we not die? And if you wrong us, shall we not have revenge? But the Question Mark is not used after an indirect question; as He asked me whether I had written my exercise. 
 
216. The Exclamation Mark is used after Interjections and after Phrases and Sentences expressing sudden emotion or wish ; as, 	 
 
Alas ! -- Oh dear ! 
What a terrible fire this is ! 
O, what a fall was there, my countrymen ! -- Long live the King ! 
 
Note:- When the interjection O is placed before the Nominative of Address, the Exclamation Mark, if employed at all, comes after the? noun; or it may be placed at the end of the sentence; as, 
 
O father ! I hear the sound of guns.  
O Hamlet, speak no more ! 
 
217. Inverted Commas are used to enclose the exact words of a speaker, or a quotation; as, 
"I would rather die," he exclaimed, "than join the oppressors of my country." 
Babar is said by Elphinstone to have been "the most admirable prince that ever reigned in Asia." 
If a quotation occurs within a quotation, it is marked by single inverted commas; as, "You might as well say," added the March Hare, "that 'I like what I get' is the same thing as 'I get what I like,” 
 
218. The Dash is used:- 
 
(1) To indicate an abrupt stop or change of thought; as, If my husband were alive – but why lament the past ? 
 
(2) To resume a scattered subject; as,. 
Friends, companions, relatives - all deserted him. 
 
219. The Hyphen - a shorter line than the Dash - is used to connect the parts of a compound word; as, 
Passer-by, man-of-war, jack-of-all-trades. 
It is also used to connect parts of a word divided at the end of a line. 	 	 

220. Parentheses  or Double Dashes are used to separate from the main part of the sentence a phrase or clause which does not grammatically belong to it; as, He gained from Heaven (it was all he wished) a friend. 
A remarkable instance of this kind of courage - call it, if you please, resolute will - is given in the history of Babar, 
 
221. The Apostrophe is used:- 
 
(1) To show the omission of a letter or letters; as, Don't, e'er, I've. 
(2) In the Genitive Case of Nouns. 
(3) To form the plural of letters and figures. 
Dot your i's and cross your t's.  Add two 5 's and four 2 's. 
Capital Letters 
222. Capitals are used :- (1) To begin a sentence. 
(2) To begin each fresh line of poetry. 
(3) To begin all Proper Nouns and   Adjectives   derived   from them : as, Delhi, Rama, Africa, African, Shakespeare, Shakespearian. 
(4) For all nouns and pronouns which indicate the Deity; as, The Lord, He is the God. 
(5) To write the pronoun / and the interjection O. 
Exercise
Insert commas, where necessary, in the following sentences:- 
1. The necessity of amusement made me a carpenter a bird-eager a gardener. 
2. Speak clearly if you would be understood. 
3. Even a fool when he holdeth his peace is counted wise. 
4. When we had dined to prevent the ladies leaving us I generally ordered the table to be removed. 
5. My orchard was often robbed by schoolboys and my wife's custards plundered by the cats. 
6. Whenever I approached a peasant's house towards night-fall I played one of the most merry tunes. 
7. By conscience and courage by deeds of devotion and daring he soon commended himself to his fellows and his officers. 
8. Wealth may seek us but wisdom must be sought. 
9. Beware lest thou be led into temptation. 
10. Brazil which is nearly as large as the whole of Europe is covered with a vegetation of incredible profusion. 
11. We judge ourselves by what we feel capable of doing while others judge us by what we have already done. 
12. Some are born great some achieve greatness and some have greatness thrust upon them. 
13. I therefore walked back by the horse way which was five miles round. 
14. Read not to contradict nor to believe but to weigh and consider. 
17. The leaves as we shall see immediately are the feeders of the plant. 
18. Sir I would rather be right than be President. 
19. In fact there was nothing else to do. 
20. At midnight however I was aroused by the tramp of horse's hoofs in the yard. 
21. Spenser the great English poet lived in the time of Queen Elizabeth.  
22. One of the favourite themes of boasting with the Squire is the noble trees on his estate which in truth has some of the finest that I have seen in England. 
23. When he was a boy Franklin who afterward became a distinguished statesman and philosopher learned his trade in the printing office of his brother who published a paper in Boston. 
24. We had in this village some twenty years ago an idiot boy whom I well remember who from a child showed a strong propensity for bees. 
25. Margaret the eldest of the four was sixteen and very pretty being plump and fair with large eyes plenty of soft brown hair a sweet mouth and white hands of which she was rather vain. 
26. A letter from a young lady written in the most passionate terms wherein she laments the misfortune of a gentleman her lover who was lately wounded in a duel has turned my thoughts to that subject and inclined me to examine into the causes which precipitate men into so fatal a folly. 


  



