


Appendix 

Punctuations 

~ n $ o ~ ~ u 1 u L ~ u ~ n ~ a ~ i l a h n i y e i a ~ l u ~ ~ u u u l n ~ w ' 1 i : $ ~ $ ~ 1 ~ ~ . a ' ~ ~ u L n ~ a ~ d ? u ~ H '  

~ ~ u ~ ~ u u u a ~ m u ~ a ~ d c ~ d u u l i i d i u  ~~n:d?u~r~$diu~hloi;Jddiu~6diu LLR:~.&I~U 

L n $ a ~ ~ u i d ~ a ? u ~ l u ~ ~ u u d ~ a i u a ~ f l ~ d ~ ~ ~ ~ ~ i l a ~ n ' u n l  d$~m~iui ' Inaan~'lu~ eJ- 

ii ~ ~ o ~ h ~ ' R u ~ ~ ~ a u ~ n ~ a o n f i o a i ' I u d f i ~ o  - 9ulo H ~ ~ L ~ ~ ~ U ~ I L ' R ~ ~ L ~ O L L R R J  

n ~ ~ u n u i u ~ u i z ~ l  niuAiniu 'lu~iu~$sunL? q~d~~du~iis?nic~1n~~$uuiiaoni3~~t~m~ 

kll'Il6dlJ .)&nil? (L! UUHIUI'I~~~IMR ~ n l 3 ~ . a ' L f l $ a J M U ? U ~ ~ ~ ~ l J  q % J l d ? d ~ ~ l ~  
d u d  a -  d' ~iiuul6 ~ n ~ a ~ ~ u i u n ~ ~ ~ u u m ' ~ n ~ i u ~ ~ ~ : ~ n ~ i ~ ~ l . a ' ~ ~ a l v i ~ ~ u d ' ~ : l u a u ' d a ~ i u ~ ~ u u  UIJU 

d dad ud 0 

I. Apostrophe rs] LnmJMuiu apostrophe u ~ d a n o i ~ ~ u n l i  3 113:ni~ 

1 .l. M r ~ i i . m ~ n 3 i u ~ ~ u ~ h a ~  u o ~ ~ i u i ~ ~ ~ ~ d ~ ~ n ~ ~ i ~ ' ~ ' ~ ~ u i u i ~ ~ ~  

~awiz ldu a boy's hat, a cat's tail, Ann's car, Children's toys, 

somebody's sweater, anyone's opinion, anybody's game 

Note n'1f iddiuiud~~~m~n?iu~~u~~1' iuao ~fluw~worIC(n~fiiuho s, zlH'~$uu - 
t: 

rawi:~d ' Lniuu 1 . d ~  boys' shoes, the horses' tails, the Smiths' home 

~ d i i ? 6 ? % 7 u d k ~ H k ~ i ~ ~ d k ~ % b ~ n r ( Q ~  ~(i i~flu~~rnmad61uKau s 14% z 

Q ~ U &  l H i a u ~ ~ ~ ) ( n :  ' IW~OU~IUIUM~JMQ~ L~/H 

Acamedes' law, Mr. Gumez' report, the countess'castle 

1.2 Y d  ' U R ~ J L L ~ U ~ I ~ R ~ ~ ~ ~ ~ I ' I L U " ~ ~ A I ~ O  (contraction) L ~ U  

doesn't [ does not], won't [will not]. She's [she is, she has] 

o' clock [of the clock], rock'n' roll [rock and roll] 

it's [ it is; it has] its 

who' s [who is; who has] whose 

there's [there is; there has] theirs 



you're [you re] your 

'they're [they are] their 

Exerclse for practice 

Underline the correct form (the contraction or the possessive word) in each of the 

following sentences. 

1. (They're, Their) going to hold the party in (they're, their) family room. 

2. (You're, Your) not going to be invited if you insist on bringing (you're, your) 

accordion. 

3. (Who's, Whose) going with usand (who's, whose) car are we taking? 

4. (It's, Its too early to go to bed and )it's , its too late in the day to take a nap. 

5. If (your, You're) not going to drive by (they're, their) house, (it's, its) 

going to be impossible for them to get home tonight. 

1.3 ~%L~OJMUILI ' L ~ B ( ~ O J ~ ~ S L L R ~ J R ? ~ U H ~ ~ I O W ~ W D ~ ~ ~ ~ ~ C ~ ? ~ ~ ' ~ ~ ~  M% $ i d 9  

L ~ N  the three R's, mind you p's and q's , several OK's 

Studying for M.A.'s and Ph.D's 

Note n i s u ~ s l d n ? i ~ l i l  w l n i 9 1 0 d ~ i ~ i ~ n ~ ~ u ~ ~ ~ ~ a j m n e ~ r i $ d i %  s M% L L ~ ~ L ~ L I H  - 
muim l%6 id i  owned by, belong to M;o?! of the + noun lln~lei L$N 

Lora's hat the hat that belongs to Lora. 

My mother's housethe house owned by my mother. 

Exerclse for practice 

Rewrite the italicized part of each of the sentences iisted beiow, using the 's to 

show possession. Remember that the 's goes with the owner or possessor. 

1 .The sneakers owned by Suda were stolen. 

2. As a joke, he put on the lipstick that belongs to Wanida. 

3. The house of his brother was burglarized. 



4. The tires belonging to the car are badly worn. 

5. The bicycle owned by James was stolen from the bike rack outside school. 

Revlew exerclse I 

In each sentence, cross out the two words that need apostrophes. Then write the 

words correctly in the space provided. 

1. Youre right and Im wrong, though I hate to admit it. 

2. The divers stomach began to cramp as he struggled to the waters face. 

3. A baby birds throat muscles won t work when it'sfull. 

4. In the rabbits frenzy to escape the traps hold, it chewed off its hind leg. 

5. 1 flinched as someones hands covered my eyes and a voice said, "Don't 

turn around. 

Review exercise 2 

Rewrite the following sentences, changlng the underlined words into either 

(1) contraction or (2) a possessive. 

1. I do not think the diet of Marie has helped her lose weight. 

2. 1 have been warned by friends about the false charms of Michael. 

3. The house of the Murphvs uses the rays of the sun as a heating source. 

4. The bill of the plumber was verv hiah, but his work was not very good. 

5. The menu of the restaurant is not very expensive. 

2. Bracket and Parentheses 

2.1 Bracket [ ] ~ i l u ~ n ~ o ~ ~ u i u d l ~ u ~ i u ~ 4 0 u t ~ o ~ a ~ ~ n i ~ u n  Ciiy~ 
~ 3 o r i i $ o n ~ i u u o ~ $ u x I i n ~ i ~ i i ~ ~ ~  r i n ~ i n u ~ o u l u ~ u j i h  ua: ~GBoGaurn~ 

& ~ I J  ~ r n i u d n @ n u l u ~ n ~ o ~ ~ u i u  1 o e ~ i l u d i o ~ i s ~ ~ u ~ i u  ~3a~f lu$omiuu f i  



"She was born in 1945(?] in a small town". 
. l a u d  (n.rruuc?~~eddu~riloii~flu~~^nadtln6a~~5oId) 

" 'There were 17 on that committee who did nothing to counteract the $14 

million in cost over-runs. Senators Smith said the project would never fly," the 

commissioner said. [On June 14, the committee had only five members. Senator Smith 

yesterday denied having made such a statement.] $on?lulu [ ] 

~ou'on~iuu&dd~~1don~ix1u ' i~~u ' i  

In 1973 r h e  World Almanac lists it as 19741 the suit was filed in the 

Court of Domestic Relations. hn? iu lu  ( ] uflucsmdr?nrioaoin The World Almanac 
II u u  

2.2 Bracket nbJnudii1 sic dal~uniw1l~:~u ~r\uiu!~ so or thus 

d ~ ~ ~ n i ~ ~ : ~ o n ? % I ~ d i ~ i l  ~~!uun .no i i i i ~~~d<c lmonuiu"~n i~n~oa  ucicioa~su 
d'a rl ~duun~w al$ndI?cliuZiMa&~Gu (original source) rdu 

"He went to skole (sic] when he was seven." 
u I I r r  

[sic] ~ru~alfl(diunnui~u'an~iuu'ia1r\M'iG~monu~o1n6uauun~vau nl.duUr 

$~!sufilfini.ru&~~& dialcl oind.r :~un~od~a~~uclai i~uau'u~!e~ "skolel' (L!W 
d oalddi [sic] lrRjdi skole ~~ol$$di~nnuii~au'u~iluudi6o'ia ~~~:d id~n i ioa  

o i ~ ~ i l u d i i i  l ~ ~ h ~ ~ ~ l  fl6 ari$!euI~~6un"lv ~w'~i:doii$iuau"u ~ i l e u l i o  dia603a 
d i d  (inaisooa [sic] o i hn  iauIr\uiunauano~uianM'i ~ O $ O ~ R ~ R R W R I R  UIJR~OIOLGW 

[sic] o~n' ieu 'on~iu~~iuf l i  ~ d u  

"Andrew Johnson never attended school and was s6arcely able to read 

when he met Elizaf McCardle, whom he married on May 5, 1927 [sic]." 

Parentheses ( ) ~ ~ u ~ n ~ o a ~ u i u d ~ ~ u l i o s u i n ~ u a i u ~ ! e u d  $on?iqdai 
' I I U A  

I ~ ~ ~ L A ~ ~ ~ ~ ~ ~ ~ : L ~ ~ U M ~ ~ ~ C J L Y L I U ? I L I I L I C I ? I U  o%uiu~&u~~u ~rrn:~0~6o~hkC($~!su 
", G ' A d  osinlfl@iul6?unnu~ftu~8;y ~~bi~n.r~itJn~usulu?d~fiu o:lri~~s?$oan'u6aad~~uu 

' I I W A  R R ~ U  E a n C ? ~ v e u ~ ~ u ~ ~ s u ' I u ~ a ~ ~ ~ I ~ ~ ~ r i ~ a s i o I d ~  



1 I<+ognrduttiud3zrnn i u  d o u  S d i w ~ u f i u d ~ i l u n i ~ n w 3  

~ i n i i ~ ~ ~ a l t i ~ ~ a T u n ' u ~ ~ ~ a ~ d ~ i ) ~ u r i a u ~ ~ ~ ~  c*io&raudu rdu 

I enclosed my check for five hundred dollars ($500) to cover payment in full. 

I don't have to work on Labor day (May, 1). 

The normal temperature of a cat (101' t0103~ is 3') higher than the 

temperature of its owner. 

2. I&JL~U~YYGL~UH~O ~ ~ 0 ~ n ~ r i o ~ r ~ ~ i 7 ~ u P u t i l a u  Hjauan q iu?u L ~ W  

The two most important steps in writing an effective paper are (1) to make 

a point of some kind and (2) to provide specific evidence to support the point. 

3. 1 3 ~ a r 1 u I ~ a n ~ i ~ d u o n u ~ ~ j a ~ o ~  ~ j i a " o a  rdu 

Bird's concert will be held in December. (from 'Daily News' Wed.) 

The amount of yearly increase is astonishing (see Appendix A). 

4. I $ I a ~ ~ u ~ ~ a u a n d i d ~ n ' ~ n ~ ~ u u ~ a ~ a # n d i ~ ~ i ~ ~ ~ ~  M~OO~OLJUR~IU~ 
idur~u nioaio~iluni.r~i)su~~n3noi3udu"u~o~~~Qsu du 

The three long days, from 23d to the 25h of January of the year 1077, 

Henry, dressed as a penitent pilgrim (but with a warm sweater 

underneath his monkish garb), waited outside the gates of the castle 

of Canossa. 

Note - 
~ i b n ~ i u 1 u ~ a ~ ~ u ~ 8 u d ~ z ~ s n i ~ u ~ ' 1 d 0 ~ ~ o a ~ ~ ~ u ~ u ~ u d ~ z ~ s n $ i ~ s Q T ~ 1 n ~ ~ i n : d ~  full 

stop&s udri'irilu d l  H% clause f l f i ~~suR i r8nuaz  ~ ~ l i a a ~ ~ n ~ a a n u i e a a ~ ' i s  

3. Colon [ : ] and Semicolon [ ; ] 
w w  2 

3.1 Colon ~ ? ~ % b l a u  

3.1 .I I.a'kur:nha d ~ ~ ~ s ~ 1 r u ~ ~ r w ' r o a d ~ r ~ s n  d ~ ~ u ~ i n h ~ ~ w i t i a ~ a  

aau viori lunQaauI~1 ~ i n ~ i u n u i s r a ~ ~ ~ a ~ n ~ ~ ~ j o u ' ~ ~ ~ ~ a n ~ ~ ~ d ~  

Man proposes : God disposes. 

( ~ d o u ~ ~ f i ~ o  w3zr$inl*) 



God creates : Man destroys 

( W ~ Z L ~ I L ~ ~ U ( ~ I J  u d u y ~ B f I u ~ ~ i ~ i  LI) 
d 

3.1.2 f~~6odiodnisuu:~inr tn imiw q~wo~~iduonaon~i lu~~d~: :w2n 

~~d~:n~uoon~inn'uI~.a 'ar~u ~ d u  

Among the agencies involved were 'the following: Columbia, 

Hawaii, Ohio, and San Jose. 

They worried about three things: money, health, and fun. 
Y 

3.1.3 ~ d i t l n r i l d l l i ( ~ 1 2 2 ~ ~ i o u ' a n 2 i u ~ ~ o ~ a ~ n i 3 ~ r i u d i n 2 i u ~ l ~ ~ ~ ~ ~  

T;Jdn~+iunrii L+M \ 

We had only one thing to live for: death. 

We fear for one thing alone: losing. 

One thing is cekain: we shall not surrender. 

3.1.4 I3~1~6'1d3::Isnfiu ~~~Iu~::L&IFI n~oo%uio~nqni~dud~::~un 
dcy 

fidnfi~ndTodnhl10 colon IU~ML~UYIH~DU~I~~~LL~H~I~I  'that is' or 'namely' L ~ U  

The reason why he was arrested is this: he stole my money last 

month, he stole Mr. Jo's mobile phone last week, and he stole my friend's bicycle 

yesterday. 

There are two ways to do this job: the easy way and the 

right way. 

The president died: the firm failed 

3.1 .5 I%nkfii$ ~ ~ ~ ~ ~ i i ~ i l u d i n i u  - film OLI ~ u u n ~ u n u i  rdu 

Q: Mr. President, how will that affect stock? 

A: How should I know! 

n~aI~kur2ai cffouon-h~u~ UI$ umr?wn" ~ d u  

It was 8:30. He ran it in 2 : 24 :21. 

The bus will leave for the game at 1 1 :45. 

~ ~ F i d f i L l ~ l ~ l ~ ~ ~ ~ ~ ~ l L I  L$M 

Dear Sir: To Whom It mat Concern: Madame: 



Exercise for practice 

Place colons where needed. 

1. Fran had an excellent excuse for being late for work an early-morning 

power failure that stopped her alarm clock. 

2. 1 ordered the following items from Sears two pairs of jeans, four plaid 

flannel shirts, and a wide leather belt. 

3. In her speech, Mrs. Wagner quoted William Hazlitt "Man is the only 

animal that laughs and weeps, for he is the only animal that is struck 

with the difference between what things are and what they ought to be." 
dad v u  a 

3.2. Semicolon [ ; ] U?Y~~'~IFIJU 

3.2.1 I ~ & ~ n l ~ i i ~ d 3 e ~ e m ~ ~ ~ ' z d  2 d,ehn ~ d ~ d i ~ w m w h  

The policeman stood on the corner; he was watching the traffic 

pattern at the intersection. 

3.2.2 i&u~ir8ouaiicl conjunctive adverbs1 phrasesl&lfi 

however, nevertheless, consequently, in fact, on the contrary. etc. 

He passed the examination; consequently, we must award him a degree. 

3.2.3 I~&u~yl~ni~nlC1~iLIrn?niSnI ~ i n r f i u d ~ u e n n u  nju  & v o ~  ~ d u  

My grades were A in French; B in algebra; A in English; and C in history. 

3.2.4 1%6i%!l.h coodinate conjunction I U ~ T G C ( ~ ~ : I U R B ~ J ~ I $ $ U ~  fi 
comma nLuo$ rdu 

They moved closer to wall, listened for footsteps, watched each other for 

sign of weakness; but even those effects drained away their energies. 

Exerclse for practice 

Place semicolons where needed. 

1. There's an old saying about law school: in the first year, they scare you to 

death in the second year, they work you to death and in the third .year, 

they bore you to death. 

2. 1 find some television commercials for soap ads ridiculous for example, 

people are always grinning as the shower spray pelts their teeth. 

3. The following persons have been elected to the National Board of Bank 



Executives: Ellen Green, First National Bank Jay Hunt, Peoples State 
, 

Bank and M.O. Granby, Farmers' Regional bank. 
d r d  u 4  

4. comma 1.1 uadan~~unaonlG~du 2 drrnm3l.dqkd 

To separate [ , ] and To enclose [ . , ] 
d 

4.1 TO separate 6ani1l3 comma ~ B u ~ n s o ~ ~ u ~ o u o n i i  $hvisau'anaiu 
d,d U" Y 
U?D'~RJU 

4.1.1 l3~~1ildi~dou coordinate conjunctions id3:lun compound 

His face turned red, but he did not say a word. 

I knew he was angry, for he rose and stomped out of the room. 

4.1.2 l3ku~Giildi~~an~1un1'1~1~ q RtJu(i ~ ~ i u n i ~ t u ~ d  neni3dw qd 

~r6a~~f l t . rA i~ i i~~~uan 'u~1ua  rdu 

Volunteers included students, office workers, housewives, and retirees. 

The dog charged through the door, down the steps, and into the garage. 

Lary fetched the water, Mort built the fire, and I opened the cans. 
t: 

4.1.3 1$6~3rn i i~d i~nr~wn '  2 d l  ~ ~ o a ~ n ~ i i d i u u i u n d ~ o ~ ~ ~ ~ w ' ~ f f v u ~ u  

uiuodi~~fi-~~Guun'u ~ f l u u ~ ~ ~ o u l a '  coma rmuhldou and &lad ldu 

It was a difficult , unfair examination. 

4.1.4 ~&~:~ i i~ (~ iu lnudu"uiud~r~un ~ u f i d ~ r l u n  ~du l d 3 e m i i d  a: 

a i i ~ d i ~ q  n'ydszlun rdu 

After opening his rucksack, he searched for his new telephoto lens. 

In early summer, many birds nested there. 

In spite of the very heavy wind and the peltirlg hailstones, the third 

race was completed. 

After school, teachers were expected to find time for grading papers 

and preparing lessons. 

-~$~zM~IJ adverb clause hd3rlun Ldu 

If you can prove that the signature was forged, we will win the case. 

Before I answer you, I want to ask another question. 



rl L: 
-'I.a'3:rrdlJdl adverb rr ia oonjuncVve adverbs nvsls$an??UnJd3:~sn Ldu 

In, fact, there was no M y  to keep the front doot closed. 
\ 

Certainly, I'll be glad to help you. 

Well, what are we to do now? 

No,We are not in danger. 

4.1.5 Id comma &u3:rri?~A? 2 Aq i ~ i o o  ~RR~~LLB?~~QJ~~I.~'L~wcI~~~HU~LI 
k ~ m I w v r u = ~ d i u I &  ~ d u  

Before, he had been industrious and sober. [not before he had been] 

Once inside, the dog scampered all over the furniture. 

[not inside the dog] 

Shortly after ten, thirty new recruits appeared. 

[not shortly after ten thirty] 

4.2 To enclose [, ,I 

r r u i s 6 ~  L ~ ~ ~ J M ~ I ~ ~ ' I $ ~ ~ H ~ I L L Q : H  i% AI ?'I rr~ou'on?iudw q d & a ~ I $  
L Z a d  u u  n u n J ~ ~ l u a t s R j  (to set off) mw a u ~ o ~ w : ~ u n i . r d ~ u  rr?aI$~q u ~ d a ~ r r u i s t t a m ~  

I ~ w n u - j l B d o i n ? u I u  comma LI~M~J&JI+I~~ r r ta~d~ i ls?$a~8ubmiu~s~n~~s i  OQIJIR 
r u  J ~ILIQ:L~~~Iu~I~I$ comma to enclose UAJW 

" L  d 
4.2.1 ' l ~ c l u L ~ ~ ~ i 9 n ~ ~ l ~ ~ i h  non- restrictive clause participial phrases w?a 

prepositional phrases Ldu 

The Coach's Awards Banquet speech, which was one of her best, was 

printed. [Non-restrictive adjective clause] 

A woman at the far end of the head table summoned the waiter. 

[Restrictive prepositional phrase] 

Jan's mother, holding a winning ticket, went to the desk. [Non-restrictive 

participial phrase] 

4.2.2 I$3t~d?J (I? rr ta+ai~~?laJi f isnh apposItIves d l d 6 s n d l  appositive 

d o : ~ u u ~ ~ s u I ~ r r r i ~ ~ i u i u  rr ia r m w u i u  d r n ~ a ~ n i n z ~ ~ ' u i  ~ d u  

One comedian, the one with the lisp, was booed. 

The major, a veteran of three wars, accepted the award. 



Mr. Thomas, our head counselor, will be the one who speaks. 

Our head counselor, Mr. Thomas, will speak. 

4.2.3 l.a'ku Absolute phrases idu 

Today being a holiday, I plan to loaf and relax. 

Her replacement having arrived early, Bua had time to shop. 

He sat there in silent, his leff cheek twitching as usual. 

He stood in the doorway, his wet cloak dripping water on the rug, and 

waited for some sign of recognition. 
d r 

4.2.4 ~ ~ ~ " U ~ ' ~ ~ ? ~ ~ ~ L M ~ Q U ~ " U ~ I ~ ~ . ~ ' L F ~ ~ ~ Q ~ P S U ~ ~ ? ~ L I U  (parenthetical expressions) 
d v . r  

536 ~zairnulu comma l h r i  A i  ?I M?Q LUU clause ny~vuwouin~qm~'diuci?uni~l$~~ 

U m L d ~ ~ ~ ~  i i ( l % ~ i u  H ~ O L Z ( W ~ ~ ~ ~ $ ~ Q ~ R ~ U ~ ] Q ~ ~ U L ~ ~  n"u$aiu ~dw 

The text, moreover, had not been carefully proofread. 

You will find, for example, that the format is not attractive. 

The meal, to tell the truth, was quite unappetizing. 

His appearance, I must admit, would startle everyone. 

Sunday, as everyone knows, is a day of rest. 

4.2.5 W comma lud5~hR direct speech MiQ&u5eaild direct address n"u8o 

nu6;clci?u~du 

"We are going away," they said. 

, "Remember, Jimmy, that we like your work," he said. 

"Henry,"said the teacher, "you must remain after school." 

"I believe, sir, that you have been misinformed," she replied. 

"And now, dear friends and neighbors, let us eat," announce James 

4.2.6 l .a '~u?~d $QfiqYl dilllid L L R : ~ ~ ~ w ~ ~ L ~ ~ w ~ I U M ~ ~ ~ Q  

On July 15, 1904, in a little cottage at 316 High Street, Mayville, Illinois, the 

wedding took place 

Helen Lyle, Ph.D., gave the opening address. 

The new ambassador is Peter Jones, Esq. 



Exercise for Practlce 

1. Put in commas where necessary. 

If Mr. parker had arrived in time he would have met his wife who was on her 

way to the market. Realizing that he was,late Mr. Parker did not go into the 

large new air-conditioned shop which had just opened. 

2. Rewrite the following passage, putting in capital letters (i) at the beginning of 

each sentence; (is) for names of people, places, days, of the week, festival, 

etc.; (lli) for the main words in titles; and (Iv) for the first person singular I. 

'it will soon be christmas,'mrs. malu said to the headmaster of the secondary 

school. 

'surely you can allow my son to be absent on Monday. I promised to take 

him to see the film "king for a dayn when it came to the regal.' 

'although Patrick cannot be absent for a whole day,' replied the headmaster, 

'he will be allowed to leave school early.' 

5. Dash [ - - I  
Dash ~ o L ~ ~ o s n u i u i 6 o ~ n i 3 ~ ~ u n ~ o ~ 2 i u  ~ m o $ i o % i ~  +ol$~?iu 

C 4-4 u u A' 
~ ~ u d o o i n % o ~ ~ i u ~ n i i a ~ ~ i r i o u  vPro~wuo~~iaJ~uiuKwn u3xlaa~u 

A' 
(abrupt change in thought in the s a n t e n c e ) n i ~ ~ ~ ~ n w ~ ~ M o ~ $ i o ~ L f l u ~ ~ ~ ~ ~ m a J i ~ n  

l%i~~os~uiudou~~nul6 uiu 

Superior students -notice that I said superior--wilt not have to take the 

test. 

I suggest-no, I insist-that you stay for dinner. 



5.2 I ~~uu 'DR~ I~~LMGDM~~~ I~JL~~~  ~ d u  

The New York Skylinmspecially when viewed for the first time--is 

A breathing sight. 

5.3 I % ? I J M R ~ ~ ~ : ~ U R ~ ~ D ~ ? U ~ I ~ L L A ~ ~ ~ J ~ I U ~ I ~  (series) L ~ U  

The four greatest names in English literature are almost the first we 

Come to-Zhaucer, Spencer, Shakespeare, and Milton. 

5.4 I % & u ~ & n i l n i s r i i c  q d n i i ~ u i ~ i ~ ~ ~ i r i o u ~ ~ z ~ ~ u u ' o ~ ~ i ~ o ~ ~ i  U B J ~ ~ . I  

n i s d i ~  qzu r d u  

'The toothbrush, tin-opener, and matches--these are often forgotten by 

inexperienced campers. 

The new regime imposed rigid laws-laws which- the police found 

difficult to operate. 

Exercise for practice 

Place dashes where needed. 

1. The1 car is in excellent condition except that the brakes don't always work. 

2. 1 can be ready in ten minutes in fact, I'm ready now, 

3. Hunting, fishing, and doing odd jobs around the house rather than going to 

work these are the activities I enjoy. 

, 6. Hyphen [ - ] 
dad " Y  cY 

Hyphen ??%htilJu 

6.1 i % k i u z ~ . i i ~ d i  2 d i  M% MRIU~I L ~ D V ~ O J ~ I ~ L L L I R J ~ ~ L ~ ~ W A I ~ L S I U ~ ~ ~ W  

r d u  A white-gloved waiter then put some snails on their table. 

Look! That man is left-handed, long-legged, and red-eyed. 

6.2 I%&LUI~D d 6 1 ~ ~ ~ u o ~ u ' u n ' m  L i  DUIRJ~IU~L~LIU~)IOU~I L ~ u  

Although it had begun to drizzle, the teams decided to play the champion- 

ship game that day. (3-TJ ~ I ~ ~ . ~ ' & U R ~ ~ ~ ~ W U I J A L Q U ? )  

6.3 I % k u s ~ ~ ~ i ~ ~ ~ d ~ i ~ u ' i A u ~ i ~ i ~ ~ i ~  r d u  .. Observe his well-kept lawn. His lawn is well kept. 



Jimmy is always a well-dressed man. 

6.4 ~ . ~ " ~ M ~ ~ L R V ~ L Z I U L R V W  (compound numbers) Ldu 

Twenty-two people claimed the one-third of the reward money but 

received only one-eighth. 

6.5 ~ $ ~ U ~ : M ~ ~ J ~ ~ ~ ~ ~ X ~ S ~ ' U ~ ~ L ~ O L L L ~ ~ ~ ~ ~ U H U ~ ~ ~ ~ H ' ~ R L ~ M M " J O ~ ]  i ~ ~ n ' u n ~ i u ~ u i t l  

him'& rdra 

He is a well-to-do. (rich) ' I He is well to do some kind of new job. 

Mrs. Lee is a stay-at- home. / She is staying at home now, I'm sure. 

You can re-cover the box again. I You recover the money. 

It was a know-it all attitude. 

Exercise for practice 

Place hyphens where needed. 

1. I went food shopping with about sixty five dollars in my pocket and came back 

with about sixty five cents. 

2. The ten year old girl was remarkably self confident when she was giving her 

speech. 

3. My aunt and uncle, who live in a split level home, have been unable to prevent 

mildew from on the walls of the lower level.Quotation narks [" **I 
dld u u  Y 

7. Quotation Marks U~E~TPIJM 
d u d  

7.1 1 $ n ' ~ ~ ~ i ~ ~ n ~ ~ u t l u a n u l F ) i n d ~ ~  uan~i~IdldAiyclao~(~~tlu ~ d u  

Ben Franklin wrote, 'Keep your eyes wide open before marriage, 

half shut afterward." 

7.2 la' quotations 2 ~ ~ ~ ~ U ' I ~ H ~ I J ~ I ~ I I ~ ~ M ~ ~ ~ ~ ' O ~ ~ I U ~ J : ~ ~ I L ~ U ~ ~ ' I ~ ~  

n3aln.rcr(~ihln~ ~ d u  

"You're never too young," my Aunt Fern often tells me, 'to have a 

heart attack." 
u u  A d  r 

7.3 b.rnu~~nrdu title of short works, articles in the magazines, short stories, 

one-act play, essays, short poems, and chapter titles. L ~ U  

'Thither the Blue Collar was in Newsweek. 



Read the "Living Solo" portion of Whither Yovth. 

7.4 Quotatlons withln Quotatlons n 3 6 ~ ~ u i ~ f i d n i 3 l $  quotatioins$au& 
u d  r, ~ ~ ~ ~ m ~ d m ~ u o u n i ~ l ~ i i ~ m ( a ' i ] u i i ~ m  ~ d u  ' 

"I've just read Shelley's 'Ode to the West Wind,' Anita said. 

"Are you aware," asked the lawyer, "that the defendant precisely stated, 

'I did not take the car.'?" 

Exercise for practice 

Insert quotation marks where needed in the sentences that follow. 

1. Have more trust in me, Lora said to her mother. 

2. The teacher asked Sharon, why are your eyes closed? 

3. When I was ten, Tony said, I spent my whole summer playing basketball. 

4. His father replied, We should give all the clothes you never wear to the 

Orphan Hospital. 

5. The best way to tell if a mushroom is poisonous, the doctor solemnly 

explained, is if you find it in the stomach of a dead person. 

Revlew Exercises 

1. Capitalize and punctuate the following passage. 

after the meeting was over the secretary went home to find his wife 

unconscious on the floor was a long knife what on earth have i done he asked 

himself the horrible result of his previous harsh words now only too evident. 

2. Capitalize and punctuate the following and use apostrophes where necessary. 

Do you like dogs jack asked alan yes j do alan but i am not so keen on them 

as i am on horses i think horses are the finest animals in the world a horse is in my 

opinion man's best friend i have to agree with you to a certain extent for a horse is a 
\ 

useful and noble animal however we can't afford to keep a horse and i get a lot of 

pleasure out of our dog as for cats. i simply cant stand them. 



8. Capltallzatlon Rules: Here are some important rules for capitalization. 

RULES EXAMPLES 

t 

Capltallze: 

1. The first word of a sentence. Mother Teresa is admired for her work 

all over the world. 

2. The pronoun I The nuns and I try to care for poor, sick 

people throughout the world. 

3. Abbreviations and acronyms, FBI IBM AIDS 

which are words formed from USA YMCA WHO 

the first letters of the words in UN DDT 

the names of organizations. UNICEF 

4. All proper nouns. Proper nouns 

include 

a. Names of deities God Allah Shlva 

b. Names of people and Jane P. Doe, Ph.D 

their titles. Diana, Princess of Wales Dr. Jonas Salk 

Professor Henry Higgins 

Mr. and Mrs. John 0. Smith 

BUT NOT a title without names the general, the prime minister, the 

math professor, the prince, the king 

c. Names of specific places you Indianar Lake Victoria 

could find on a map. North Pole Trafalgar Square 

d. Names of days, months, and Monday Independence Day 

specific days January Ramadan 

BUT NOT the names of the seasons. 

e. Names of specific groups of Asian Russian Caucasian 

people (nationalities, races, Moslem American English 



f. Names of geographic areas. the Middle East the Southwest 

Jane's home is in the South, but Tom 

Comes from the East Coast 

BUT -NOT names of compass Drive east for two blocks, and then 

directions. tum south. 

g. Names of school subjects with Business Administration 178 

course numbers German 101 Chemistry 1OA 

BUT NOT names of classes without computer science, economics 

Numbers, except languages business administration, English writing 

h. Names of specific structures Golden Gate Bridge the White House 

such as buildings and bridges. Park Plaza Hotel Kensington Palace 

i. Names of specific organizations Sears, Roebuck & Co. Surnitomo Bank 

(business, clubs, schools) International Students' Club 

University of California 

j. Titles of composition, stories, Introducing Myself Star Wars 

books, magazines, newspaper Introduction to Academic Writing 

Note: Underline or italicize the titles of books, magazines, plays and movies. 

Change small letters to capital letters wherever it is necessary In the following 

sedences. 

1. narigo is a student from japan. She speaks English, French, japanese, and thai. her 

major is chemistry. 

2. three important winter holidays in the united states are Christmas, Hanukkah, and 

new year's day. 



3. president john f. kennedy was born on may 28, 1917, and was assassinated on 

november 22,1963. 

4. excuse me! can you please tell me where the golden gate bridge is? 

5. i read a good book last weekend called the old man and the sea by earnest 

hemingway. 




