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Introduction

Speaking English involves much more than
putting words together in a logical order, based
on English grammar rules. We also rely heavily
on nonverbal language factors like volume,
pitch, speaking rate, pauses, facial expressions,
and even body posture to add meaning to what
we say. For example, a wink or a long pause can
change the whole meaning of a message.

When we are restricted to writing, we lose the
benefit of all these nonverbal factors. The best
tool we have to substitute for these factors is
punctuation, a system of marks or signs that
tell us where to pause and how long to pause as
we read. Punctuation helps our readers know
which words or thoughts go together and which
are separate.

Good punctuation makes writing easier to read,
but mastering punctuation is difficult for many
of us. If the rules themselves aren’t tricky
enough, the usage variations among educated
writers is enough to send the most ardent
grammar fan scurrying to a preferred grammar
reference now and then. For instance, all of
these abbreviations for miles per hour are

considered correct by various sources: mph,
MPH, m.p.h., and Mph.

Part of the confusion exists because punc-
tuation rules change over time. Traditional
rules pale as our eyes become accustomed to
different usage, whether we agree with it or not.
For example, many signs today read “Womens
Room” instead of “Women’s Room,” exemplifying
the decreasing use of the possessive apostrophe.
Given current trends, how long do you think
we’ll officially distinguish it’s from its?

Still, our students deserve to know as much as
they can about using punctuation as a writing
tool. Despite the variances in some punctuation
usage, there are certain punctuation rules all
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competent writers are expected to know and use
in English. The purpose of 100% Punctuation is
to explain these major punctuation rules to
students. We hope the simple rule statements
and examples, coupled with the lighthearted
content of the activities, will grab students’
attention and give them a shot at mastering
basic punctuation in what they read and write.

Beyond completing the material in this book,
your students will need your expert teaching.
The Teacher Guides for each unit offer general
principles as well as enrichment activities to
supplement the activity worksheets. The tips
for presenting each worksheet will shorten your
preparation time and focus your lesson
presentation. Here are some helpful strategies
to apply throughout this program:

® Give the Quiz before beginning each unit so
you know what your students have already
mastered and what they need to learn. The
Proofreading activity at the end of each unit
also serves as a portfolio or outcome assess-
ment measure.

® Supplement the activity sheets with the
enrichment activities from the Teacher
Guide in each unit. Add your own touches to
these ideas, and encourage feedback from
your students about which activities helped
them learn and apply punctuation skills
most effectively.

® The activity sheets in 100% Punctuation
include examples of the specific skill being
taught. For each lesson, ask your students to
think of additional examples before they
begin the actual activity. Generating their
own examples will boost their self-confidence
and ensure that they grasp a particular skill
before they need to apply it on the worksheet.

Copyright © 1998 LinguiSystems, Inc.



® When possible, present the activity sheets on
an overhead as a group task, especially with
more complex skills.

® Have your students exchange papers to proof
their work.

® After your students complete an activity
sheet, have them work in small groups to
create a similar activity with original items.
Then have groups exchange their creations
for another group to complete. Finally, have
each group proof its own worksheet.

® Designate a bulletin board to display some
examples of the punctuation area your
students are learning. For example, comic
strips work well for both exclamations and
commas.

® Ask your students to incorporate the current
punctuation rule in their journal writing or
other personal writing for the day.

® Write your own example of a particular
punctuation rule at the top of a page. Then
put this page on a clipboard and circulate it
among your class. Ask each student to add
an example and pass it on. Post the finished
sheet where everyone can check it out. Are
all the examples correct? Which ones are the
most interesting? Why?

We hope your students experience 100%
Punctuation as helpful instruction, not as
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ironclad rules. As you share this material with
your students, remind them often that English
offers us great flexibility in what we say and
how we say it, whether we speak it or write it.
That’s why there are several ways we can
contrast ideas, clarify what we've already said,
indicate pauses, and so forth. That’s also why
different writers use different styles for
commas, abbreviations, and other punctuation
marks. The key is to make the most effective
use of the punctuation tools we have for specific
writing purposes.

Teach your students to focus on an author’s
content and purpose more than an author’s
punctuation mechanics. As important as it is
for students to understand punctuation rules,
it’s more important that they read well and find
ways to express themselves in writing well.
Skillful punctuation helps both readers and
writers to share thoughts; poor punctuation gets
in the way.

You are in a key position to teach your students
how and why the skills in this book are relevant
to them. You see their writing regularly, and
you observe their oral reading. What specific
observation can you share with each student
that would improve that student’s eagerness to
understand and apply a point of punctuation?

We wish you every success in facilitating your
students’ smooth mastery of punctuation!

Mike and Carolyn

Copyright © 1998 LinguiSystems, Inc.



Capitals

Teacher Guide

Some rules for capitalization are easy to master,
but some are tricky. It’s easy to learn to capi-
talize the first word of a sentence, but difficult
to decide whether or not to capitalize a person’s
title in some situations. As you work through
this unit with your students, encourage them at
least to recognize the writing contexts that
might require capitalizing words. If they are
aware of these contexts, they can easily check a
good grammar text (this one, for instance!) or a
dictionary for guidance.

Grammarians don’t agree on all issues about
capitalization. Where capitalization usage is
inconsistent, use your discretion in presenting
“rules” to your students. Some teachers present
various opinions and leave it to students to
select a preference in their own writing. Other
teachers designate a preferred standard to
minimize any confusion for their students. Also,
some students are more comfortable with
options and ambiguity than others who prefer
to know and use “the rules.”

If you or your school have a preferred grammar
reference, share its guidelines and expectations
with your students and encourage them to
consult the appropriate books or resource
information whenever they wish to know “the
right way to do it.”

Enrichment Activities

® Write a short message on the board, using all
capital letters. Then rewrite the message,
using lowercase letters except for the first
letter of the first word. Ask your students
to think about the difference in how these
messages communicate. Which version is
stronger? Chances are, your students will
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decide the all-capitals version packs more of
a punch. Here are some sample messages
for this activity:

MEET ME AFTER CLASS TODAY.
Meet me after class today.

HAS ANYONE SEEN MY PEN?

Has anyone seen my pen?

WHO WANTS TO KNOW?
Who wants to know?

This activity points out the significance of
using capital letters. A capital letter at the
beginning of a word tells us that word is
important, either because of the word itself
(e.g., England or Rita) or because of the way
the word is used (e.g., the first word in a
sentence or a key word in a book title).

Some people think a message in all capitals
is like shouting or yelling. If that’s logical,
how would your students write a whispered
message?

Gather examples of creative usage of print to
show various emotions or factors beyond the
words or letters themselves.

Write each word of a simple sentence on a
separate index card. Capitalize the first
word in the sentence and any others that
require an initial capital. Mix the order of
the cards and hand out one per student.
Direct your students to arrange themselves
as a sentence in front of the class. Then have
them explain what clues told them the word
order. Highlight the clue of a capitalized
word to begin a sentence.

Copyright © 1998 LinguiSystems, Inc.



Activity Sheets

Overview, page 13

As you review this information with your
students, encourage them to think of other
examples for each type of word we capi-
talize. This page serves as a handy reference.
Your students will be familiar with these
capitalization rules by the end of the unit.

Pronoun /, page 14

Most of your students already know the
pronoun [ is always capitalized. This activity
reminds them of that rule, and also gives
them practice with noun-verb agreement.

For additional practice, have your students
find quotations in news articles or other
reading materials. Ask them to write each
quotation on a separate sheet of paper, using
the style of this activity sheet (replacing
the word I with the speaker’s name or
identification). Have them exchange papers
and rewrite the quotations using I appro-
priately and making any needed changes in
the verb.

Pronoun / and First Words in Sentences,
page 15

This activity gives additional practice in
capitalizing I and reminds your students to
capitalize the first word of every sentence.
The riddle is about a wolf.

Names of People, Pets, and Characters,
page 16

Read through the rules, examples and story
with your students. Make sure they
understand which words are included in each
name in the story before they do their
proofreading independently. Later, ask
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volunteers to share their made-up names for
Joey’s neighborhood. Be sure to share yours!

Titles, page 17

Caution your students that the first item is
only started for them. There might be other
words in the first sentence that also need to
be capitalized.

Titles of VIP’s, page 18

Grammar experts don’t all agree about
capitalizing people’s titles. The traditional
rule differentiates “very important people”
from the rest of us, but status in today’s
world is more blurred than it used to be.
Writers also need to consider the context of
each situation; for example, the principal of a
small elementary school would have more
official status in that school’s newsletter
(capitalized title) than in a national news
magazine (title not capitalized). This acti-
vity sheet uses only high-ranking titles that
require capitalization in both traditional and
modern usage.

Relatives, page 19

Many students have trouble knowing when
to capitalize words like mom or dad. For
extra practice, ask your students to write five
original sentences requiring Mom or Dad
and five requiring mom or dad.

Brand Names, page 20

Explain that the ® symbol after a brand
name stands for “registered trademark.” If
your students use a word processor to do
their writing, show them how to use this
symbol to respect trademarks. Share your
personal guidelines about using trademark
symbols in written work for your class or
your school.

Copyright © 1998 LinguiSystems, Inc.



Geographic Names, page 21

As a supplement to this activity, work with
your students to list and describe all the local
landmarks or parks in your area. You could
also have teams each develop a small bro-
chure designed to encourage tourists to visit
your area.

Historic Periods and Special Events,
page 22

The reason most historic eras and events are
capitalized is that they are names of well-
known events or times that retain a meaning
across many years. For example, labels such
as the Iron Age or the Bronze Age are based
on technology characteristics. More recent
designations, such as the nuclear age or the
space age, have yet to pass the test of time
that requires capitalizing the label.

Capitalizing quasi-historical or cultural
references or events is often a matter of
preference. Most people would capitalize the
Kentucky Derby, but not everyone would
capitalize the cold war or pop art. Share
your own opinions with your students about
capitalizing these types of words. Your
students can also consult their textbooks, a
dictionary, or an encyclopedia to help them
decide whether or not to capitalize the names
of specific events or happenings.

This activity also addresses the names of
calendar items, such as months or days of the
week. In general, the names of the four
seasons are not capitalized. The exception is
when seasons are personified, as in some

poetry.
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Books, Movies, Songs, and Shows,
page 23

Capitalizing words in titles has almost
become a lost art. Many people find it easier
to capitalize every single word than to risk
breaking the traditional grammar rules. Life
won’t end if your students overdo capi-
talizing words in titles, but they should at
least be aware that there are traditional
guidelines.

Many people forget to capitalize the small
words is, am and are in titles. Another pesky
area is phrasal verbs, such as give up. Up is
part of the verb here, not a preposition. You
wouldn’t capitalize the preposition up in My
Hike up the Mountain, but you would
capitalize the word up as part of a phrasal
verb in the title Don’t Give Up the Ship.
(No wonder many of us have trouble
capitalizing words in titles!)

Adjectives from Names, page 24

Capitalizing adjectives derived from names,
or proper nouns, is another grammar area
that’s often confusing. A dictionary is an
excellent resource to resolve any doubts.

Sometimes an adjective derived from a name
is capitalized to show a more specific
meaning and lowercased for a looser, more
generic meaning. For example, Champagne
comes from the Champagne province in
France; champagne is a similar beverage
made somewhere else. Advise your stu-
dents to consider both the dictionary
information and the context of the word as
they decide about capitalizing these kinds of
words in their writing.
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Groups of People, page 25

We capitalize the names of nationalities,
tribes, races, religions, and languages to
show respect. In current usage, some writers
capitalize the racial terms Blacks and
Whites, but others don’t. A dictionary is the
best resource whenever people are in doubt
about capitalizing the name of a group of
people.

We also capitalize the specific names of busi-
nesses, organizations, institutions, and gov-
ernment bodies. The trick here is to know
which words to capitalize when you use a
shortened version of an official name. The
unique part of a name is generally capi-
talized; the broader or more generic part is
usually written in lowercase, unless it’s used
as part of the official name.

The Grand Hotel opens next week.
The Grand will have a restaurant.

There are 63 rooms in the new hotel.

Dates and Addresses, page 26

Most of your students have probably
mastered the rule about capitalizing the
names of parts of dates and addresses. Some
additional tips to point out here include
using a comma to separate the parts of dates
and addresses when you write them in
sentences. This rule is highlighted in the
Comma unit of this book.

Also caution your students not to capitalize
the names of the four seasons: fall, winter,
spring, and summer. These words are only
capitalized as proper names, as in some

poetry.
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First Words in Quotations, page 27

This activity features capitalizing the first
word that begins a new, direct quotation.
Each quotation in this activity is complete
and uninterrupted. The activity on page 28
introduces the rules for interrupted
quotations.

Interrupted Quotations, page 28

Before your students tackle this activity,
write the first example sentence on the
board:

“Did you know,” she asked, “that Dana
is my cousin?”

Ask students to rewrite this example on the
board as many ways as possible, changing
only the position of the words she asked.
Some examples are included here:

She asked, “Did you know that Dana
is my cousin?”

“Did you,” she asked, “know that Dana
is my cousin?”

“Did you know that Dana,” she asked,
“is my cousin?”

Although some of these rewrites will sound
more awkward than others, each one will
reinforce the rule about not capitalizing the
first word in the second part of a quotation
that is interrupted in the middle of a
sentence.

To simplify this activity sheet, instruct your
students to think about the punctuation
following each quotation interrupter. If it’s a
comma, then the quotation has been
interrupted in the middle of a sentence. The

Copyright © 1998 LinguiSystems, Inc.



first word in the second part of the quotation
shouldn’t be capitalized. If the interruption
is followed by a period, the second part of the
quotation begins a new sentence. The first
word of that sentence should begin with a
capital letter.

Letter Openings and Closings, page 29

To enrich this activity, label two columns on
the board or an overhead: openings and
closings. Work with your students to list as
many letter openings and closings as you
can. Highlight the difference in capitalizing
these two parts of a letter. Words in a letter
opening are treated like the title of a book,
whereas only the first word in a letter closing
is capitalized.

Abbreviations of Names and Places,
page 30

Abbreviations save us time in both writing
and speaking. In formal writing, though,
writers should avoid abbreviations except for
the following:

title abbreviations used with names
Dr. Ho, Ms. Kean

famous organization abbreviations

YM.C.A,, NBA

Traditional grammar resources suggest
capitalizing A.M., often in small capitals:

Meet at 1:00 pMm. in the library.
Other resources suggest the following:

Meet at 1:00 p.m. in the library.

For this activity, tell your students to write
the abbreviations as though they are for

100% Punctuation
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informal writing, since many of these items
wouldn’t be abbreviated in formal papers.

Acronyms and Initializations, page 31

Acronyms or initializations are words coined
from the first letter of the important words in
expressions or names, especially of govern-
mental agencies. Most writers don’t use
periods with acronyms. Common acronyms
include radio and TV stations, such as
KRON-TV, as well as many technological
terms, such as AIDS (Acquired Immune
Deficiency Syndrome) or LASER (Light
Amplification by Stimulated Emission of
Radiation).

Special Things, page 32

This activity sheet reminds students to
capitalize the names of planes, ships, awards,
statues, and school subjects that are
languages or that include a number or letter
in the course title.

For extra practice, ask your students to list
their current school subjects, using appro-
priate capitalization. For more fun, allow
them to generate lists of school subjects they
wish they could add to the regular
curriculum, including a brief description of
course content.

Proofreading, page 33

This activity sheet offers your students a
general review of many of the rules your
students have learned about using capitals.
Have them exchange papers to check their
answers. If possible, display this activity
sheet on an overhead so everyone can see it
easily.

Copyright © 1998 LinguiSystems, Inc.



Capitals ]

Quiz

Cross out each lowercase letter that should be a capital letter. Write the correct capital

above it. The first one is started for you. &

E
1. //very time i eat strawberries, i get a rash.

10.
11.
12.
13.

14.

100% Punctuation 12 Copyright © 1998 LinguiSystems, Inc.

“after lunch,” dad said, “we’ll see the brooklyn bridge and the statue of liberty.” =

when the civil war started, both the north and the south thought they could win. .

our mayor wants everyone to agree not to smoke in the downtown area.

was abraham lincoln the first president of the united states?

my mom said she could drive me to my interview with mayor johnson.

is venus the farthest planet from the earth?

the title of the book i read is darth strikes again. .

which dressing do you like better, italian or french? -

i hope we have lunch at aunt julie’s house again.

ms. cohen, principal of our school, will retire at the end of this year.

have you met uncle george before?

my sister loves mexican restaurants.

have you ever read drums of the jungle by tar zahn? -



Capitals
T O A e R e R s e T R T T e e,
Overview

A capital letter at the beginning of a word is a signal to readers. It tells readers the word
is IMPORTANT. If the capitalized word begins a sentence, it signals the beginning of a
new, complete thought.

Let’s go for a bike ride. We could take the long way to the beach.

A capital letter can also signal a person’s name or the name of a specific place.
George Nelson Mount Washington Dr. Smith

7 3

In this unit, you will learn about capitalizing these kinds of words:

® Names of people and characters =~ Kim Chang, Donald Duck

® The pronoun I Do you know why I like to sing?

® The first word of a sentence There’s chewing gum in your hair.

® Titles Governor Dewgood, Dr. Shotts

® Relatives Uncle Al, Cousin Rita, Mom, Grandpa

® Brand names Toys I Us®, Doﬁblemint®

® Geographic names England, Mexico City, Palm Springs

® Events and documents Civil War, Declaration of Independence

® Titles of books, movies, videos, Beauty and the Beast, Forrest Gump,
songs, and shows The Lost World, “Yankee Doodle”

® Groups of people Boy Scouts, African-Americans, Greeks

® Adjectives from proper names Swiss chocolate, French fries

® Dates and addresses Friday, May 15th  Albany, New York

® The first word of a quotation Mike said, “Let’s go for a ride.”

® Letter openings and closings Dear Uncle Percy, Very truly yours

® Abbreviations Ms. Silvers, Mt. Rushmore, U.S.A. , B.C.

L J
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Capitals
e B I T R T R R R e R e TR
Pronoun /

A pronoun takes the place of a noun. The pronoun I takes the place of a person’s name.
Compare these quotations:

wp Bert said, “Bert’ll help you eat your pizza. Bert really likes pizza.”
Bert said, “I'll help you eat your pizza. I really like pizza.”

You capitalize the word I by itself or in a contraction because it takes the place of a
person’s name.

‘\ Cross out each name that should be replaced by the word I. Write I above the
’name. Then see if the sentence makes sense. You might need to change the verb
so it agrees with the pronoun I. You may also need to change other pronouns. The
first one is done for you.

have

I
1. Patrick Henry said,My §<s just begun to fight.”

2. Martin Luther King said, “Martin Luther King has a dream.”

3. Bart promised, “Bart will not use his sleeve to blow his nose any more.”

4. Rhett Butler said, “Frankly, my dear, Rhett Butler doesn’t care.”

5. Vanessa said, “Just ask for Vanessa, and Vanessa will be there to help you.”

6. James said, “Anything you can do, James can do better.”

7. Mary asked, “Does anyone mind if Mary leaves early today?”

8. As she played peek-a-boo with the baby, Jim’s mom said, “Mrs. Garcia sees you!”
9. After winning the race, Tonio said, “Tonio is worn out, but Tonio is proud!”

10. Uncle Sam said, “Uncle Sam wants you.”

100% Punctuation 14 Copyright © 1998 LinguiSystems, Inc.



Capitals

Pronoun / and First Words in Sentences
Capitalize the pronoun I and the first word of every sentence.

SN
\’ Rewrite each sentence of this riddle. Use capital letters wherever they are needed.
Then guess the answer to the riddle.

1. 1am an animal.

2. people say i'm a wild dog.

3. 1am very smart and very loyal to the other animals in my pack.

4. my jaws are sharp and i run very fast on my toes.

5. 1use my voice to howl or scare other animals away.

6. 1ican also use my ears, my hair, and my body to communicate.

7. my sense of smell is awesome!

8. if i meet a member of my pack that is more powerful than i am, i roll onto my back

so we won’t fight each other.

What am I?

100% Punctuation 15 Copyright © 1998 LinguiSystems, Inc.



Capitals
R R L R R e S R T R T T T R T R R R
Names of People, Pets, and Characters

Capitalize the names and initials of specific people, pets, and characters.
w» David Mickey Mouse Mr. Nelson John F. Kennedy  Snowball

Don’t capitalize common nouns that aren’t really names, like doctor or coach, unless these
nouns replace the names of specific people.

wp My doctor’s office is closed today. doesn’t replace the doctor’s name
Yes, Doctor, I'll take all my medicine. replaces the doctor’s name

Don’t capitalize a preposition or the words a, an, or the in a name.

wp Kermit the Frog  Attilla the Hun  Alexander the Great Helen of Troy

SN Proofread this story. Cross out each lowercase letter that should be a capital letter.
» Write the correct capital above it. The first one is done for you.

J

In joey’s neighborhood, everybody has a special name, like joey the
fish. How did joey the fish get his name? The neighbors all agreed that joey
ought to take showers more often. That’s how joey the fish earned his name.
Even joey’s dog, spot, has a special name: spot full of slobber. teresa with
the eyes is known for making eyes at all the boys. alex pass’em all checkov
is the driver’s license bureau examiner. harry the slip connors can hide from
anyone. manny the pickpocket is in jail for a while. tony fairway riso is
always on the golf course. double dribble dale never could get the hang of

playing basketball. What would your name be in joey’s neighborhood?
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Capitals

“
Titles

Capitalize a person’s title if it comes before the person’s name. If the title is abbreviated,
start it with a capital letter and put a period after it.

wp Dr. Judy Kelso Ms. Finkle Mayor Pitts President Lincoln

Capitalize a person’s title if it’s used instead of the person’s name.

w» Thank you, Mayor Pitts. Thank you, Mayor.

Don’t capitalize a person’s title if it’s used alone or if it comes after the person’s name.

w» The doctor is sick today. This is Ralph Pitts, mayor of our town.

SN
x) Cross out each incorrect lowercase letter in these sentences. Write the correct
capital letter above it. The first one is done for you.

=

; C})z/fﬁcer bronski gave a parking ticket to one of sister agnes’s nuns in Big City.

2. The nun was helping homeless people when the officer gave her a ticket.

3. The mayor, willy b. elected, was upset when he heard about the ticket.

4. mayor elected thought helping homeless people was more important than
disobeying parking rules.

5. He wanted to make it easy for the nuns to park wherever they needed to park.

6. The officer said, “even for someone who helps the homeless, I can’t bend the rules.”

7. So mayor willy b. elected issued special parking permits for sister agnes’s nuns.

8. The nuns could only use these permits while they were helping homeless people.

9. officer bronski and other police officers didn’t have to bend the rules.

10. The mayor will probably be re-elected next year.
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Capitals

Titles of VIP’s

Titles of VIP’s (very important persons) are capitalized whether they are used in front of
names, alone, or after names. We capitalize these titles to show great respect. Many of
these titles are for high-ranking officials in government. Titles of less well-known people
are not capitalized.

wp Bill Clinton, President of the U.S.A. from 1992-2000, came from Arkansas.
Carey Bartley, president of our school, wrote to our mayor.

AN
\, Rewrite each sentence. Use capital letters where they belong.

1. Woodrow Wilson was the 28th president of the United States.

2. The president’s leadership brought the U.S. out of isolation in 1917.

3. Under prime minister sir Robert Laird Borden, Canada had entered World War I
three years earlier.

4. World War I started when Austrian archduke Francis Ferdinand was shot in 1914.

5. When Germany marched across Belgium to get to France, the British prime
minister urged Great Britain to declare war on Germany.

6. Inthe U.S., president Wilson tried to keep his country out of the war.

7. Canada’s close relationship with Great Britain made it more difficult for her
prime minister.

100% Punctuation 18 Copyright © 1998 LinguiSystems, Inc.




Capitals

Relatives

Capitalize words that name relatives whenever these words are in front of people’s names
or when they replace people’s names.

-

AN
)

My Aunt Bea makes great grasshopper pie.
Grasshopper pie is one of the best things my aunt makes.

Cross out each incorrect lowercase letter in these sentences. Write the correct
letter above it.

Sally was spending the summer with her dad and aunt pam. Her
aunt’s house in the country was always fun to visit. Today was the day her
dad had promised to take her fishing. Sally wasn’t too keen on fishing, but
she wanted to spend as much time as she could with her dad.

When her dad came downstairs, Sally was pleased that his tackle box
was closed. At least the smelly, wriggly, slimy worms would be under cover.
When they reached aunt pam’s fishing hole, Sally was surprised that it was
a pretty clearing along the bank of a stream. It would be a great place for a
picnic, but a horrible place for hooking worms.

“It’s time to bait the hooks,” dad said. Sally forced herself to look
interested as her dad opened the tackle box. Inside the box were pretty
lures in all kinds of colors with beads and feathery things attached. Sally’s
father noticed her surprise and relief. Her dad explained, “No serious
fisherman uses worms anymore.” Fishing was going to be fun after all, as

long as Sally didn’t have to clean any fish!
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Capitals
O T P e e S e e
Brand Names

Brand names are the titles of products or things you can buy, like Kleenex® or Nike®.
Capitalize each important word in brand names, but not common nouns that follow
brand names.

wp Campbell’s® tomato soup  Nike® running shoes Diet Coke® soda

x Cross out each incorrect letter in these sentences. Write the correct lowercase or
’ capital letter above it.

Jim couldn’t help it, he was a national-brand-name kind of guy. He
used redken® on his hair, wore levi® jeans and ate mcdonalds’® fast food. Jim
would wear any brand of shoes, as long as it was endorsed by a national
basketball association player. He was the same way about beverages. He
would drink gatorade®, but he wouldn’t drink the milk from the local dairy,
martha’s farm. If coca-cola® bottled martha’s farm’s dairy milk, that would
be different. If martha’s farm had cool T-shirts or a fancy madison avenue
ad campaign to market it, Jim might consider drinking their milk. What
really makes Jim’s mom mad is that Jim’s grandmother, martha, owns

martha’s farm.
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Capitals
B T A O R T K R R S
Geographic Names

Capitalize the names of specific places or geographic features. Here is a list of major
types of places to capitalize:

places or features examples

continents, countries, states, provinces, Australia, Kentucky, Ontario, Evansville

counties, cities, towns, villages
oceans, lakes, rivers, ponds, swamps Pacific, Lake Huron, Rio Grande, the Everglades
beaches, islands, peninsulas Coney Island, Manhattan Beach
mountains, valleys, deserts, forests, canyons Mount Sinai, Mojave Desert, Bryce Canyon
parks, dams, highways, streets, malls Yosemite, Hoover Dam, Interstate 80, Elm Street
recognized parts of the world or a country the South, the Northwest, the East Coast

Capitalize direction words like east or south when they refer to a section of the world or a
country. Don’t capitalize these words when they refer to directions.

w» Many countries import silk from the East. We headed east for 15 miles.

SN

)

Cross out each incorrect letter in these sentences. Write the correct lowercase or
capital letter above it.

Last year, my family went on vacation out west. We saw the hoover
dam, the grand canyon, the colorado river, and my sister’s braces every time
she smiled. Our first stop was mount rushmore in south dakota. It was
kind of cool seeing the Presidents carved in stone. A bee stung my sister in
custer state park. She screamed, and a herd of buffalo stampeded after her.
Then we headed up into the rocky mountains. Pike’s peak was so high, my
sister got a nosebleed. In yellowstone national park, bears smashed my

sister’s camera. All in all, I'd say it was a great vacation!
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Capitals

Historic Periods and Special Events

Capitalize special events, calendar items, and historic events or periods. Don’t capitalize
the names of the four seasons or names of recent or current periods.

wp Thanksgiving October Tuesday "~ nuclear age
World War II summer Age of Reason Bronze Age

QN Cross out each incorrect letter in this story. Write the correct lowercase or capital
» letter above it.

My Uncle Vinny isn’t married, and my mom
thinks that’s a good thing. He never dates the
same woman for very long. Last new year’s day, he
came over with a list of possible valentine’s day
presents for the woman he was seeing. Mom was
not impressed. She told Uncle Vinny that anyone

he was seeing in january would not be around in

february. Uncle Vinny looked hurt. He said that

\_ SusH / sometimes he went out with the same woman for

more than two months. Just last year, he took the same woman to the fourth of july

fireworks that he had taken to the memorial day picnic in may. My mom pointed out

that he was with a different woman by labor day in september. Uncle Vinny says he’s

just a modern man who should have been born in the age of romance. Mom thinks the

stone age might be more fitting.
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Capitals
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Books, Movies, Songs, and Shows

Here are some tips about which words to capitalize in titles of books, movies, TV shows,
videos, and plays:

e Capitalize the first and last words in a title.
w» Morty the Worm The Mystery of the Golden Mask

¢ Capitalize all nouns, pronouns, verbs, adjectives, and adverbs.
w» A Tale of Two Cities Bert Is My Buddy

e Unless they are the first or last words, don’t capitalize these kinds of words:
Articles (a, an, the)
Coordinating conjunctions (and, but, or, nor, for)

Prepositions with fewer than five letters (over, of, on, at, for)

w» Once upon a Time The Dragon of Lake Louise
Eggs over Easy Snails Are for Eating

S
X, Rewrite each title. Use correct capitalization.

1.

10.

a wrinkle in time

ralph the rascal

my name is bozo

taking it easy

a tale of two malls

grody gertrude

max is missing

mighty fine dreams

i1s anyone at home?

wind beneath my wings

100% Punctuation 23 Copyright © 1998 LinguiSystems, Inc.



Capitals

Adjectives from Names

Some nouns and adjectives that came from proper names are capitalized and some aren’t.

w» china dishes

venetian blinds

German shepherd

Greek salad

The best resource to help you find out if you should capitalize one of these words is the

dictionary.

SN

)

1. canadian bacon

2. plaster of paris

3. cheddar cheese

4. roman numeral

5. southern hospitality

6. swiss cheese

7. french fries

8. italian dressing

9. mexican restaurant

10. turkish bath

11. american habit

12. african violet

13. dutch oven
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

Cross out each incorrect letter in these items and write the correct capital letter
above it. Use a dictionary for help if you need it.

german measles

russian dressing

indian summer

japanese beetle

labrador retriever

arabian stallion

irish setter

mackinaw trout

manila paper

morocco leather

roquefort cheese

rosetta stone

gouda cheese
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Capitals
T e S R S R 0 e e R e e R R R e

Groups of People

Capitalize the names of races or ethnic groups, religions, and nationalities.

wp French American Methodist Greek Hispanic

Capitalize the names of businesses, agencies, organizations, cultures, and schools.

wp» Kodak Red Cross Quaker Longfellow School

Don’t capitalize words like school, theater, temple, or church unless they’re part of a
specific name.

w» Our school is hosting a dinner for San Jose School.

§ P o %
N, Cross out each incorrect letter in these sentences. Write the correct lowercase or

¥ capital letter above it.

Yesterday, we went to the International Food Fair at jackson high
school. There was great food everywhere, and lots of it! Ben tried chinese
pot stickers and vietnamese fish balls. Beth raved about amish dutch apple-
crumb pie. Leon and Pat shared a greek gyro with a special sauce. Lavonne
thought the mexican hot chocolate was the best she’d ever had. Matthew
complained that all the food was gross, especially jamaican fried bananas.

No one paid any attention to him, though, because he’s such a picky eater.

I can’t decide which food was my favorite. It sure wasn’t the french
snails with garlic! The hungarian goulash was pretty tasty, so I got the
recipe for it. I guess the food I liked the best was japanese sushi. It was not
only delicious, but also beautiful with many different colors and patterns.

Actually, it was as much fun to watch the chefs make it as it was to eat it!
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Capitals

Dates and Addresses

Capitalize the names of weekdays, months, streets, towns, cities, states, provinces, and
countries.

w» Wednesday, April 1 Short Hills, New Jersey

AN
\, Cross out each incorrect lowercase letter in this
story. Write the correct capital letter above it.

I can’t wait for friday, june 12, the beginning
of summer vacation! I will be going to my dad’s
house in chicago, illinois. Most of the time I live
with my mom in peoria, illinois. A lot of my
friends are in peoria, but I have friends in
chicago, also. We go to museums, shows,
and the zoo when I visit my dad over the

summer. It is great to see the chicago

Art Institute, Adler Planetarium, and

the Museum of Science and Industry. On the
other hand, by the time I’'ve spent two months with my dad, I miss my
mom. When august 20 comes along, I'll be ready to head back to good old

peoria, illinois.
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Capitals

First Words in Quotations

Capitalize the first word in a direct quotation.

wp Dad said, “Let’s eat out tonight.”

SN

Y, Cross out each incorrect lowercase letter in these sentences. Write the correct

10.

11.

12.

13.

14.

15.

capital letter above it.

Troy asked, “has anyone seen my comb?”

Angie whispered, “someone with red hair and freckles has a crush on you.”
“class, please take out your math books,” said Ms. Chang.

“there are pretzels on the counter for snacks today,” announced Mr. Harvey.
Chad wondered, “why does Aunt Flo look like she has measles?”

The announcer shouted, “order your special alligator pencil today and save!”
“golly, we haven’t solved any crimes yet today,” sighed Batboy:.

“don’t worry, the Joker will be back soon,” Bobbin said.

“is anyone interested in seeing my coin collection?” Horace asked.

“you’ve grown at least an inch!” squealed Aunt Rachel.

Leroy asked, “whose bright idea was it to climb this tree?”

Coach Nevins said, “take a ten-minute break, team.”

“how does this can opener work?” Josie inquired.

“next time, check for a hole in your pocket before you put money in it,” b‘s.ai‘(\i Megan.

Jenny said, “never make a bet about how many worms you can eat.”
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Capitals

Interrupted Quotations

If a quotation sentence is interrupted with words like ke said, don’t capitalize the first
word in the second part of the quotation. If the interruption is between two sentences,
capitalize the first word in the second part of the quotation.

w» “Did you know,” she asked, “that Dana is going with Joel?”
“T’ll tell you something,” she said. “Dana is going with Joel.”

Cross out each incorrect letter in this story. Write the correct lowercase or capital
» letter above it.

“Just the facts, ma'am,” said Sergeant Joe Monday. “tell me just the facts.”

“well, when we saw the car coming,” Mrs. Nonetoobright said, “We
thought there would be trouble.”

“What kind of trouble, Mrs. Nonetoobright?” asked Joe Monday. “what
kind of trouble?”

“The kind of trouble,” she continued, “That I don’t want any part of.”

“That’s pretty vague, Mrs. Nonetoobright,” said the sergeant. “can you be
more specific?”

“The car was driving way too fast, and it was,” she recalled, “Much bigger
than most of the other cars in the neighborhood. I didn’t want to know
anything about it or who was in it.”

“Why is that?” asked Monday.

“If I knew too much,” she volunteered, “Then I'd have to get involved.”

“What’s wrong,” asked Monday, “With being involved?”

“I knew if I got involved,” continued Nonetoobright, “Some police people

were bound to come around and ask a lot of questions.”
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Capitals
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Letter Openings and Closings

Capitalize the important words in the opening of a letter.

wp Dear Sir or Madam  Dear Grandpa Dear Ms. Hopkins

Capitalize the first word in the closing of a letter.

wp Very truly yours Your best friend Sincerely yours

§

Cross out each incorrect letter in this letter. Write the correct lowercase or capital

" letter above it.

555 Hanford Street
Anytown, FL. 55514
October 14, 1999
The Hungry Pirate
2300 Seafood Lane
Port of Ocean, NJ 00020

dear hungry pirate:

I ate my last meal at your restaurant. I don’t
mean a meal I ate today. I mean it was the last
meal I'll ever eat. Your peanut butter French
fries were so gooey, they stuck to the roof of my
mouth. They also stuck to my teeth. They also
stuck to each other. I can’t open my mouth!

I have been on intravenous feedings for a month
now. A team of doctors and dentists is trying to
figure out how to get my mouth open. We will
send the doctor, dentist, and hospital bills to you.

very truly yours,

Neteottngsyr

Notso Hungrynow

dear aunt nita,

Thanks very much for the
flannel pajamas for my
birthday. You always know
just what every kid wants
most.

I hope you like what I'm
sending you for your next
birthday.

sincerely,

awn_
Karen

dear mom,

I'm sorry about the mess on the kitchen floor.
I'm going to Theo’s house after school. Hope
you have a nice day!

your son,

Mike

dear paul,

Thanks for the gum. I found
it right away this morning.
Next time, please give me
the gum before you chew it.
By the way, you don’t need
to hide it on my chair the
next time.

very truly yours,

S/DA/E/

Sydney
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Capitals

Abbreviations of Names and Places

Abbreviations are shortened words. Capitalize abbreviations of names or titles of people,
states, places, companies, schools, and organizations.

- Los Angeles, California
Public School 42
LinguiSystems, Incorporated

Doctor Martin Luther King, Junior

L.A,, CA

P.S. 42

LinguiSystems, Inc.

Dr. Martin Luther King, Jr.

S  Use the correct abbreviation from the box to rewrite each name or title. Some
» abbreviations may be used more than once. Use a dictionary if you need help.

The first one is done for you.

Ms. FL NW
Gen. N.

Assoc.

St. N.Y.C.P.D. P.O.
NY ND Ltd.

1. Collections, Limited

2. Orlando, Florida

3. Post Office Box 42

4. General Grant

5. Mistress Louise Snodgrass

6. New York City Police Department
7. Saint Louis

8. Frick and Frack, Associates

9. North Tonawanda, New York

10. 354 Northwest Street

11. Bismarck, North Dakota

100% Punctuation

Collections, Ltd.

30 Copyright © 1998 LinguiSystems, Inc.



Capitals
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Acronyms and Initializations

An acronym or initialization is a word made of the initials of the important words in a
name or an expression. We pronounce some of these as though they are words (ZIP for
Zone Improvement Plan), and we pronounce the letters of others (V-I-P for VIP, Very
Important Person). Capitalize each letter of an acronym, and don’t use any periods.

wp Federal Bureau of Investigation FBI sealed with a kiss SWAK
S
» Write the acronym for each item.

1. all-points bulletin

2. collect on delivery

3. Thank goodness it’s Friday!

4. rest in peace

5. acquired immune deficiency syndrome
6. Mothers Against Drunk Driving

T video cassette recorder

8. I owe you

9. as soon as possible

10. National Aeronautics and Space Administration
11. estimated time of arrival

12. prisoner of war

13. répondez s’il vous plait

14. extra-sensory perception

15. bring your own beverage

16. most valuable player
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Capitals

Special Things

Capitalize the names of planes, ships, awards, and statues.

wy the Titanic Academy Award Olympic Gold Medal Statue of Liberty

Capitalize the name of a school subject if it’s a language or if it’s followed by a number or
a letter. Otherwise, don’t capitalize school subjects.

w» Spanish Science 101 science Algebra 2 history

AN
, Cross out each incorrect lowercase letter in these sentences. Write the correct
capital letter above it.

Joan and Henry both go to hilton high school in brooklyn. They sit

together in english literature b and in math. Last Friday, Joan and Henry

went on a date. They took the ferry to staten island. The ferry wasn’t as

fancy as the Queen Elizabeth, but they had a lot of fun.

Henry said he’d call Joan, but two days have gone by and there hasn’t

been any phone call! Joan hopes Henry doesn’t expect a gold medal for

promptness. She figures that she’ll go to the track meet on Wednesday.

Henry will be running the two-mile relay. If he wants to be her Prince

Charming, he’d better talk with her then. Otherwise, he’ll be ancient history

as far as Joan’s concerned!
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Capitals

Proofreading

x Now it’s time to practice all the things you’ve learned about using capital letters.
" Proofread this story. Correct any errors in capitalization.

if a situation wasn't life threatening, it wasn’t interesting enough for
nick danger. “i like my situations hot,” nick always said, “and my coca-cola®
cold.”

once, nick was in the jungle by the sao francisco river in brazil.
he was traveling with native indian guides. the president of brazil was
depending on nick to bring him important information. nick and his guides
were traveling by boat through water thick with piranhas. Suddenly, the
boat struck a boulder. nick’s indian guides figured they were goners. not
nick!

“grab the sides of the boat,” nick shouted, “and hold them together!”
nick was no superman, but he did command his guides’ respect. they obeyed
nick, now their fearless leader. they paddled to the shore before the boat
broke up.

the president of brazil had given him up for lost when nick arrived at
the meeting of the national congress. “sorry i’'m late, folks,” nick said, “but

my boat sprang a leak on the way over.”
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End Marks

Teacher Guide

End marks punctuate, or signal, the ends of
sentences. The rules for using end marks are
fairly straightforward, and there are only a few
tricks to mastering their usage. In this unit,
your students will learn about using periods,
question marks, and exclamation points
correctly.

Enrichment Activities

® This activity highlights the flexibility of our
language, both written and spoken, as well as
the function of the three end marks. Write
each word of a simple sentence on a separate
index card. Then write a large period,
question mark, and exclamation point, each
on an individual card. Assign one card per
student. Tell the students with cards they
can earn one point for each way they can
assemble themselves into a complete sen-
tence or question, complete with an appro-
priate end mark. They may earn more than
one point for the same sentence, as long as
they can justify using each end mark.

Your students will probably figure out
quickly that they can earn extra points just
by changing the inflection of the way they
say a sentence. Here are some examples:

It’s my turn. (statement of fact)

It’s my turn! (pleased, surprised, or
angry)

It’'s my turn? (surprised or confused)
Once your students are fairly comfortable
with this activity, divide them into teams and

let each team make up statements for the
other teams to tackle.
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® This activity is forced, but also fun and
instructive. Rewrite a paragraph or two on
the board or an overhead. Change some of
the periods to exclamation points and some
to question marks. Ask volunteers to read
the passage, one sentence at a time, using the
inflection suggested by each end mark. Some
students may think of more than one way to
inflect a sentence that has a particular end
mark.

Activity Sheets
Overview, page 37

Talk about which example paragraph is
easier to read aloud and why. Most people
find it easier to read something that has
appropriate punctuation, including appro-
priate end marks.

Periods, page 38

This activity gives your students practice
with the most basic end mark, the period.

Question Marks, page 39

Your students need to differentiate using
periods from using question marks on this
activity sheet. All of the questions on this
activity sheet are direct questions.

Direct and Indirect Questions, page 40

Some students may need extra practice
orally with direct and indirect questions
before they can tackle this activity sheet. Try
tossing out indirect questions, asking
students to change them into direct
questions. Once they can do these revisions
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easily, reverse the task. Ask a direct
question, and challenge students to rephrase
it as an indirect question. You could also
write some common ways to begin indirect
questions on the board for reference, such as
these:

I wonder....
She asked if . . ..

Some people ask . . ..

Some students may need direct instruction
in changing the order of the subject and verb
when they revise a direct question into an
indirect question. For these students, write
each word of a question on a separate index
card. Have other cards ready with the words
needed to change the question into an
indirect question, and have one card with a
period and one with a question mark.

Assemble the question cards in the right
order, with the question mark at the end.
Next, add the cards to begin the indirect
version of the question. Work with your
students to arrange the rest of the cards in
the right order, talking about which words
change position so that the new sentence
makes sense.
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Exclamation Points, page 41

Exclamation points are seldom used in
formal writing, yet often overused in casual
writing. The frequency of exclamation points
1s more a matter of personal style and
writer’s intent than of strict punctuation
rules. As long as your students understand
the impact their use of exclamation points
can have on readers, they’re ready to take
responsibility for the way they use this end
mark.

Proofreading, page 42

Students’ proofing corrections on this activ-
ity sheet may vary, yet still be correct,
depending on their interpretation and their
personal writing styles. The direct questions
should, of course, end with question marks.

One appropriate version of the punctuation

for this story is given in the Answer Key.
Accept other logical appropriate versions.
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End Marks

R T R S R R R T L e R S R
Quiz

Add the missing periods, question marks, and exclamation points to these sentences.
1. Uncle Ben, I wonder why some people never walk to get anywhere
2.  Some people won’t even walk two blocks
3. Do I sound like a grump
4. 1 don’t mean to be a pain
5. It’s such a waste of gas
6. Have you ever seen someone get in a car just to drive a block
7.  Wouldn’t it be quicker to walk
8. Do you notice how long it takes sometimes to find a parking space
9. Man, it’s just not worth it

10. IfIhad a car, I wonder if I would use it

11. Would I change my opinion

12. Maybe I would

13. Hey, what a great idea

14. Uncle Ben, I wonder if you would loan me your car for a week
15. T’ll take good care of it

16. Did you say you’ll let me borrow your car

17. Thanks, that’'s awesome

18. I think I'll drive over to Randy’s

19. After all, it'll be faster than walking three long blocks

100% Punctuation 36 Copyright © 1998 LinguiSystems, Inc.



End Marks

—
Overview

Punctuation marks at the end of sentences are like traffic signals. They tell you what’s
ahead and what to do. For example, if you see a period ahead, you know you’re coming to
the end of a sentence or a complete thought. An exclamation point and a question mark
also signal the end of a thought.

Compare these two paragraphs. Which one is easier to read out loud? Why?

My sister thinks she’s the most important person on earth She hogs the
bathroom for hours How can I use the bathroom I wish an alien would

kidnap my sister

My sister thinks she’s the most important person on earth. She hogs
the bathroom for hours. How can I ever use the bathroom? I wish an alien

would kidnap my sister!

In this unit, you will learn about the three punctuation marks that signal the
end of a complete thought:

Period @ It’s the end of a sentence or a complete thought. STOP
briefly, then go ahead if there’s more to read.

It’s an hour until lunch. I'm already hungry.

Question Mark e It’s the end of a direct question. STOP briefly, then go
ahead if there’s more to read.

What time is it? Is it time for lunch?

Exclamation Point @ It’s the end of an exciting thought. Put some excitement
in what you’re reading!

Wow, it’s finally time for lunch! I'm starved!

\ Y,
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End Marks

T R T e T e e e e R R
Periods

Most sentences end with a period. That’s because most sentences just tell information.
There’s usually not much excitement in a common sentence, so it gets the most common
punctuation end mark, a period. Use a period at the end of these kinds of sentences:

a statement  We get our report cards today.
a mild command  Tell me about your report card.

an indirect question I wonder what my report card will say.
SN
, Add periods where they belong in this story.

At home, I have to eat my vegetables before I can get dessert I don’t
see what the big deal is about vegetables My mom says that they are good
for me If they are good for me, I wonder why they don’t taste good Good
should go with good If something tastes good, it should be good for you My
mom says it just doesn’t work that way Besides, she is the one who brings
home the desserts Since she has the desserts, I have to do what she tells me

I wonder if we could get a dog that likes vegetables We could train it to
sit by the table Then the dog could eat a carrot or some spinach if it fell on

the floor Then we could eat more desserts
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End Marks

Question Marks

A question mark signals you to stop briefly at the end of a direct question.

w» Who are you? Why do you have gum on your nose? What planet are you from?

“Why do I have to eat spinach?” asked Brad.
N
, Add question marks and periods where they belong.
1. What is the meaning of life
2.  What is the answer to the ultimate question
3. Douglas Adams in the Hitchhiker’s Guide to the Galaxy said the answer is 42
4. If the answer is 42, what was the ultimate question
5. Idon’t know why anyone wants to remember what six times seven is
6. Why don’t things fall up
7.  Which came first, the chicken or the egg
8. When you go to the store, be sure you get the right change
9. Ifno one is around to hear it, does a tree falling make a sound
10. When you can’t see it, does it exist
11. If you can answer these questions, you're a philosopher

12. If you don’t care, that’s reasonably normal
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End Marks

Direct and Indirect Questions

A direct question just asks a question. An indirect question tells about a question,
but it doesn’t ask a question directly.

wp  direct Where did you get that crazy hat?

indirect 1 wonder where you got that crazy hat.
x) Add periods and question marks where they belong.
1. I wonder how long it will take to build that new building at_ the end of our street
2. How did they figure out how much lumber they’ll need
3. I wonder how many new families will move in
4. Is the building going to have a store in it
5. Who Woula know how many workers will be building it
6. I'd like to know how they keep all the workers busy
7.  When will it be finished
8. I wonder how we’ll know when the first people move in
9. What if they have too much stuff to fit into their apartment
10. Dad asked if I'd like to be a building engineer
11. I wonder if I would like to build buildings

12. How will I know unless I try it for myself
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End Marks

Exclamation Points

Exclamation points are like cheerleaders. They add extra pep or strong emotion to a
sentence. An exclamation point can change almost any sentence or command into a
stronger comment.

w» just plain period A tornado can be dangerous.
exclamation point A tornado is coming!

Too many exclamation points take away the punch
of a message. Compare these passages:

Pet tricks can be really great! My favorite
one is Spike, the yodeling dog! When he hears
Swiss music, he yodels like crazy! Spike is
amazing!

Pet tricks can be really great. My favorite
one is Spike, the yodeling dog. When he hears
Swiss music, he yodels like crazy. Spike is

amazing!
SN
9, Add periods, question marks, and exclamation points where they belong.

I heard that our school will have uniforms next year = That’s gross
Who says students all want to look alike I don’t understand how wearing
uniforms helps students get a better education  Lots of students already
get good grades =~ Wearing uniforms won’t help kids study any better
What about the kids who drop out of school =~ Wearing uniforms won’t
make kids want to stay in school longer It might even make some kids
drop out earlier = Requiring uniforms is a crazy idea We should
encourage students to help each other to learn, not to dress alike  If you
agree, please come to Room 102 to sign a student petition against uniforms

We need your help
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Endmarks
R T S T R S L i R B B iy

Proofreading

<
Proofread this story to show what you know about endmarks. Correct any errors

" in endmarks in this story

Nedra couldn’t think of the answer to the first test question! She
wondered how she would pass this history test? She decided to skip the first
question and go on to the next one. Oh, no, she couldn’t think of the answer
for the second question either. What was wrong! Why couldn’t she think of
any of the answers.

Nedra remembered how hard she had studied for this test. She had
read the chapter three times! She had taken good notes. She practiced test
questions with her stepmom and with her dad! Last night, she knew all the
answers. Maybe what Nedra needed to do was take a deep breath and calm
down?

Nedra closed her eyes! She took several deep breaths? Then she
opened her eyes and read the first question again. It worked. She knew the
answer right away. Nedra wondered why she had let herself get so uptight?
After all, it was just one history test and she had studied for it. Nedra
decided she would keep herself calm before she started the next test. Then

the test would seem much easier right from the start?
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Apostrophes

Teacher Guide

The word apostrophe comes from Latin and
means “turned away” or “absent.” It stands for
missing letters in words. An apostrophe stands
for missing letters in contractions, as in he’s and
don’t. We also use an apostrophe to make a
word possessive, as in Ted’s car. Most English
speakers today don’t realize we use an
apostrophe to show ownership because the
apostrophe replaces the letter e. Years ago,
English added -es to show ownership, as in
manes for man’s. Over time, the letter e was
dropped and replaced by an apostrophe.

Currently, many signs and business logos omit
the apostrophe from possessives, as in womens
room or teachers catalogs. For the time being,
most textbooks and grammar tests expect
students to know and follow traditional
apostrophe rules, and this book follows those
traditional guidelines.

The variance in the use of the apostrophe,
though, is an excellent example to share with
your students to show that standard English
grammar is alive and changing, however
gradually.

Enrichment Activities

® Ask your students to gather examples of ads
and other printed materials that wuse
apostrophes. Talk about any deviations from
traditional usage, and brainstorm why these
deviations might occur. How important do
your students think it is to use an apostrophe
in contractions or in possessives? What
difference does it make?

Rewrite a passage that includes words with
apostrophes. Leave out all the apostrophes.
Work with your students to decide where to
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add any apostrophes, making sure a good
reason is given for each use. Then compare
your final version with the original. How are
they the same and different?

Activity Sheets
Overview, page 47

As you review this information with your
students, remind them to avoid using
contractions in formal writing.

Contractions, pages 48-50

These activity sheets feature three types of
contractions:

verb + not don’t
noun/pronoun + verb Ted’s, he’ll

special words with
missing letters

o’clock, ‘cause

Explain that the word apostrophe means
“turned away” or “absent” to teach the
original use of this punctuation mark.

Dialect, page 51

Dialect often functions to establish the tone
or setting of a piece of writing. Some people
find dialect easy to read, yet others struggle
with it. Some writers use dialect only for
characters’ dialogue, and others use it to add
flavor to first-person narratives. Take this
opportunity to make reading dialect easier
for all of your students by showing them how
to decode or translate it into their own
speech systems.
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For enrichment, write a sentence or two on
the board. Ask a volunteer to read the
passage, speaking in some kind of dialect.
(Caution your students against mocking any
particular group in their role-playing.) Allow
the volunteer to change pronunciation and
to substitute words, if necessary, to make the
dialect as natural as possible. Then ask
other volunteers to change the way the words
were written on the board so that they reflect
the actual way the volunteer spoke them.
Here’s an example:

I'm almost ready to leave. I'll be back
very soon.

Ah’'m fixin’ to leave. AR’ll be back in
jes’ a minute.

Next, repeat the activity with a different
volunteer, using a different kind of dialect.

Possessive Nouns, pages 52-54

Explain that earlier English used -es to show
ownership. As our language evolved, people
left out the letter e and substituted an
apostrophe.

Grammar experts differ in their advice about
showing possession for words ending in s, x or
z. Perhaps the handiest rule is to follow the
way each word is pronounced. If you add an
extra syllable to show possession, add -’s. If
you don’t add a syllable when you mean
possession, just add -’ in your writing. Here
are some examples:

Hughes’ (pronounced Auz)
Hughes’s (pronounced huz-ez)

Darius’ (pronounced dar-ee-us)
Darius’s (pronounced dar-ee-us-ez)

On the first activity sheet, we have used the
name Ross and chosen Ross’s as the
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possessive form, although one could argue
that Ross’ is also correct. Share your
opinions with your students about the
options for this area of using apostrophes to
show possession.

Joint or Individual Ownership, page 55

If this concept is hard for your students, try a
more concrete explanation. This concrete
demonstration shows the power the tiny
apostrophe has in changing meaning. Call
two students to the front of the room. Give
each one a pencil, a book, or something more
interesting. Ask a volunteer to write on the
board who owns what, using this framework:

whose what

(name)’s and (name)’s pencil

What happens if you take one -’s away? Does
the writing still show who owns what? Now
take away one student’s object, and tell the
two students they must share the single
object. Ask a volunteer to make the writing
on the board match this change:

whose what

(name) and (name)’s pencil
Now reverse the order of the names, but put
the -’s after the second name only. Does it
still show the same thing?

Organizations, page 56

This activity sheet builds on the previous
activity to show joint versus individual
ownership.

Words with Hyphens, page 57

Hyphenated words follow the same rules as
other nouns to show possession. Teach your
students to focus on the last part of a
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hyphenated word when they want to show
possession.

Indefinite Pronouns, page 58

Your students will learn to add -’s to show
possession with an indefinite pronoun. One
tricky thing to point out to your students is
where to put the -s when the word else
follows an indefinite pronoun. The -’s goes
after else, not after the first indefinite pro-
noun, as in this example:

This is someone else’s raincoat.

Possessive Pronouns, page 59

Possessive pronouns already show owner-
ship, so there’s no need to add -’s to them.

Tricky Pronouns, page 60

Many students have trouble discriminating
its from it’s and whose from who’s. Refer
back to the previous activity for students who
need extra practice in identifying possessive
pronouns.

If your students don’t know which word to
use in their writing, suggest that they write
the sentence with a blank for the word in
question. Then have them answer this
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question: Which kind of word is missing from
the sentence—a verb, an adjective, or a
possessive noun? If it’s a verb or an adjec-
tive, use it’s or who’s. If it’s a possessive
noun, use its or whose.

verb or use a contraction with an
adjective apostrophe

raining. verb

juicy. adjective
noun use a possessive pronoun;

no apostrophe needed

slipper. noun

Certain Plurals, page 61

Traditional punctuation rules require that
certain numbers, letters, words used as
words, and signs use an -’s to show plural
meaning. This activity sheet exposes your
students to these traditional guidelines.

Proofreading, page 62

After your students complete their proof-
reading independently, review this activity
as a class on an overhead. Ask volunteers to
explain the need for each apostrophe.
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Apostrophes
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Quiz

Rewrite each sentence. Add apostrophes where they belong.

1. Everyones sure youre the teachers pet.

2. Thats why you got all As this year.

3. Its anyones guess why I dont get better grades.

4. Ive been bustin my bones this year.

5. Its hard to study at home cause its so noisy.

6. Dories and Sams friends are always coming over.

7. Id like it quiet by seven oclock every night.

8. Somethings bound to change my luck soon.
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Apostrophes
R T R O e o W A O D T e e S
Overview

Apostrophes are handy punctuation marks that show three things:

contractions A letter or letters are missing.
I’m sorry, Ron didn’t tell me you weren’t coming with us.
possession Someone owns something.

Grandma’s chin

plurals A number, symbol, letter, or abbreviation is plural.
Cindy got all C’s this time.

a )

In this unit, you will learn about using apostrophes with these kinds of words:

® Contractions

verbs I didn’t burp, Ms. Meyers. You’re hearing things.

special words and dialect We'’re fixin’ to eat at six o’clock.

® Possessives

possessive nouns Buster’s dog won the prize.
nouns ending with s or z All of the Jones’s cats are weird.
joint ownership Are you going to Kim and Nedra’s party?
individual ownership I like Tony’s and Lou’s posters.
words with hyphens and Chris loves his mother-in-law’s visits.
names of organizations Mom works for Smith and Parker’s law firm.
indefinite pronouns My diary is nobody’s business.
® Certain plurals You get another turn if you roll double 4’s.

You used too many um’s in your speech today.

\ J
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Apostrophes

S e e T S R R R T e s T R
Contractions

When we're just talking casually, we often shorten words. We might say “should’ve” for
“should have” or “can’t” for “cannot.” In writing, we use an apostrophe to show how we’ve
shortened words.

The most common shortened words are called contractions. A contraction is two words
written as one word with a letter or letters missing. The apostrophe takes the place of
the missing letter or letters.

wp did not should have
didn’t should’ve

SN
x, Some contractions are made from a verb + the adverb not. Write the contraction
for each pair of verb + not words.

1. isnot 9. donot

2. are not 10. did not

3. was not 11. can not

4. were not 12. could not
5. has not 13. would not
6. have not 14. should not
7. had not 15. must not

8. does not

One tricky verb + not contraction is will + not. Circle the correct contraction below.

willn’t won’t
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Apostrophes

Contractions
A contraction is a way to shorten two words into one word. An apostrophe marks the

place where a letter or letters are missing from the contraction. Some contractions are
made from a pronoun + a verb.

wp she is—»she’s they are—»they’re

SN
\» Write the correct contraction for the
words below each blank.

1. going to talk to Bill all night.

ITam
2. the coolest guy in our class.

He is
3. the only one he ever calls.

Iam
4. Dad says only let me talk two minutes.

he will
5. Dad just doesn’t realize so important.
it is
6. I mean, Bill says never call anyone else.
he will
7.  Why can’t Dad see how improve my popularity?
it will

8. just not fair.

It is
9. never talked on the phone for more than ten minutes.

I have

10. Maybe why Bill only calls me.
that is
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Apostrophes

Contractions

Some special words use an apostrophe to stand for missing letters or numbers:

w o’clock of the clock o’er over
’sides besides ’til until
jack-o’-lantern jack of the lantern ’cause because
OK’d okayed ‘twas it was

N
\> Fill in the contraction for the words below each blank.

the biggest night of the county fair. If you

It was were not

there, it was you had a darned good reason. The tractor
because
pull would start at 9 sharp. It
of the clock would not

end there was only one tractor left. The motors on the

until
tractors be small. The motors

would not could not

be quiet. be a lot of dust, noise, and danger. Everyone

There would

enjoy this event, but my friends and I
would not would not

miss the tractor pull for anything.

100% Punctuation 50 Copyright © 1998 LinguiSystems, Inc.



Apostrophes
A R R B s B R S
Dialect

Sometimes writers use dialect to add flavor to their writing. These writers want the
words on the page to suggest the way the words are pronounced in a certain dialect.
If a dialect omits sounds in words, you can use an apostrophe to show which letters
are dropped from the words.

w» standard English ~ How is it going?

dialect  How’s it goin’?

This story is written in dialect. Some words are spelled to look the way they sound
" in the dialect. Other words use an apostrophe to take the place of missing letters.
Underline each word that shows readers this story is written in dialect.

“I don’t rightly know where you git that idee, ma’am,” drawled Tex. “We bin
tryin’ to he’p these ol’ boys as bes’ we kin.”

Maryanne smiled her sweetest Georgia smile and said, “Why, Tex,
whatever could give you the idea that li’l o]’ me would suspect a big, strong
man like you? Y’all know that the guv’ner, bless ’im, wants me to investigate
why this nasty ol’ pipeline contract is so far behind schedule. Without that
pipeline, the steel mill kain’t open. An’ the guv’ner did promise all them
people jobs.”

“Now, darlin’, don’t you Worry yer pretty 1i'l head ’bout that pipeline bein’
done on time,” Tex answered. “We’ll have that steel mill up and runnin’ ’fore
that ’lection.”

Maryanne smiled sweetly, but her eyes sparkled like daggers. “Tex,

deah,” she warned, “you kain’t hardly b’lieve how utterly unpleasant I kin be

if y’all are even one day late!”
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Apostrophes

Possessive Nouns

For most singular nouns, you just add ’s to show ownership or possession.

w» Drew has a rash. Whose rash is it? Drew’s rash

If the noun ends in an s, x or a z, you have choices about showing ownership. You may
add either -’s or just -’ at the end of the word.

wp Tess’s picture or Tess’ picture the actress’s car or the actress’ car

N
. In each blank, write the possessive form of the noun below.

mom was pleased that all the kids at school liked

Ross

new jacket. His lining was red and
Ross jacket

yellow, the same as their colors.
school

Another cool thing was the new computer graphics.
game

Digital Dugout was the only place that had the game. At

Leroy

the Dugout, the reflection off new jacket
light Ross

matched some of the graphics, as if the

game jacket

designers copied the computer design. But how could
people

cloth match a computer color and graphics? All the

screen

kids thought that the designers must be awesome.
jacket

smile broadened as she whispered to

Ross mom

herself, “Yes, 'm awesome!”
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Apostrophes

Possessive Nouns

You add an apostrophe at the end of most plural nouns to show who or what owns them.

w» The babies have bottles. the babies’ bottles

Some plural nouns don’t end in -s. To show possession for these nouns, add -’s.

w» The people have a wish. the people’s wish

AN
\, In each blank, write the possessive form of each plural noun below.

1. bowling team
women

2. rights
students
3. group
parents
4. wings
butterflies
5. cheers
fans
6. orbits
planets
T titles
books
8. retreat
governors
9. rules
teachers
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Apostrophes

Possessive Nouns

Most of the time, we use -’ or -’s to show who owns something. Other times, we can use
the same apostrophe rules to show what owns or has something.

w» the worth of a dollar

a delay of a month a month’s delay

a dollar’s worth

AN
\, Rewrite each phrase to make it show possession. The first one is done for you.

1. the breath of a pig a pia’a breath
2. the pits of cherries

3. the warts of Jason

4. the quiet of a morning

5. adelay of a month

6. the strength of dental floss

7. the time of a year

8. the length of a hair

9. ajourney of a day

10. a tentacle of an octopus

11. the passing of a century

12. the nostril of an ox

13. the worth of an idea

14. the width of a box

15. the price of freedom

16. the coming of spring
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Apostrophes

Joint or Individual Ownership

When two or more nouns own the same thing, use -’s only after the last owner.

w» Spot and Fido’s doghouse  Spot and Fido share the same doghouse.

When two or more nouns each own their own things, use -’s after each owner.

w» Spot’s and Fido’s collars  Each dog has his own collar.

N
x, This story is about the locker Mark and Sam share at school. Rewrite each
sentence. Add the correct punctuation to show who owns each underlined noun.

1. Mark and Sam locker at school is the messiest.

2. Mark and Sam jackets barely fit inside.

3. The principal and vice-principal inspection of the lockers was today.

4. Maria and Angela assignments were neatly stored in their locker.

5.  Maurice and Emil backpacks fit easily in their locker.

6. Mark and Sam door flew open when the principal lifted the latch.

7. About 444 baseball cards flew onto the principal and vice-principal feet.

8.  The principal and vice-principal eyeballs were focused on Mark and Sam.

9. Mark and Sam offer was a Michael Jordan card to forget the whole incident.
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Apostrophes

T R o A R R e i e B B T T e B I S B R P i e
Organizations

Sometimes we talk about something that belongs to a business. If there is more than one
name in the title of a business, use -’s only after the last name to show that the whole
business owns something. If two or more organizations each own something, use -’s after
each one.

wp What’s your favorite flavor of Ben & Tony’s ice cream?
If each business or organization owns something separately, use -’s after each name.
wp Ben & Tony’s and Dairy Delight’s chocolate ice creams are my top choices.

x Rewrite each sentence. Add the correct punctuation to show who owns each
’ underlined noun.

1. Barney and Bayleaf Circus is coming to town.

2. I wonder if they feed lions Roscoe Purity® Cat Chow.

3. Aunt Lucy works for Dewey, Cheatham, and Howe law firm.

4. She sued Setup and Fail temporary help agency.

5. Have you seen Hardly-Davidson newest motorcycle?

6. Mom took her car to Larson and Moore repair shop.

7. New York City and Chicago crime rates have dropped.
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Apostrophes

Words with Hyphens

Some words have hyphens built into them, like mother-in-law. To make these kinds of

words possessive, add -’s to the last part of the word.

w» My sister-in-law’s birthday is tomorrow.

Rewrite each item. Add the correct punctuation to show who owns each

XN
’ underlined noun.
1. vice-president sneeze
2. great-grandfather beard
3. ex-mayor socks
4. sister-in-law recipe
5. president-elect hobby
6. brothers-in-law jokes
7. stand-in performance
8. AFL-CIO rules
9. vice-chancellors portraits
10. pick-me-up power
11.  jack-in-the-box handle
12.  June twenty-third party
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Apostrophes

Indefinite Pronouns

Indefinite pronouns are words like these:

wp another anybody anyone either everybody
everyone neither nobody no one one
other somebody someone something someone else

To show possession with these pronouns, add -’s.
wp Is this gum on my chair someone’s idea of a joke?

AN
, Rewrite each sentence. Add the correct punctuation to show who owns each

underlined noun.

1. It was nobody fault that Jake won.

2. If it was anyone turn for something good, it was Jake’s.

3. Jake was never somebody special guy.

4. He always had time to help with others problems.

5. Everybody else time was too valuable to help with his problems.

6. He got everyone attention when he won the lottery.

7. Now anybody time was his for the asking.

8. Jake wondered if he was living somebody else life.
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Apostrophes

Possessive Pronouns

Possessive pronouns are words like my, your, and our. These words already show who
owns something, so you don’t need to add -’s to make them show ownership.

w» This is Dan’s book. It is his book.

AN
\, Proofread this story. Correct any errors in punctuation that show ownership.

We colonists came from a dying planet. Our’s lush forests had long
since been harvested for lumber. Oxygen, therefore, was a scarce resource.
On our’s home planet, huge utilities claimed a monopoly on all oxygen
generation. They charged us outrageous fees for the right to breathe
their’s oxygen.

We crossed galaxies and solar systems to find our’s new home. At
last we landed our ship on the planet Vern. A dwarf sun’s rays were casting
their’'s warmth over the land. As space colonists, we believed our’s right to
control things extended beyond Vern’s land. We wanted to guarantee all
peoples right to breathe air without paying for it. Since there were so few
people on Vern, their’s need for breathable air was far less than their’s
supply. We planned to take their extra air for our’s own use. The natives
didn’t seem to understand that we wanted to buy their’s air. They didn’t

even know that anyone could own air.
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Apostrophes

Tricky Pronouns

Lots of people confuse it’s with its and who’s with whose. What’s the deal here? Once you

understand exactly what these words mean, it’s simple!

wp its and whose These possessive pronouns already tell you who or what owns

something, so you don’t need an apostrophe to show possession.

Whose pet is the silliest? My cat chases its shadow.

it’s and who’s These contractions for it is and who is don’t tell anything about
possession. They tell who or what is or is doing something.

It’s easy to see who’s being silly now.

N
\, Write the correct possessive pronoun or contraction in each blank.

1L doing what to whom?

Whose Who's
2. the question Ms. Martin always asks the class.

Its It’s
3. The question takes on a life of own.

its it’s
4. We are never sure answer will satisfy her.
whose who’s
5. When we get it right, easy to tell.
its it’s
6. She gives us a look like all over.
its it’s
7. She won’t ask again, but we don’t know name she wrote down.
whose who’s
8. That’s why we don’t know answer worked.
whose who’s
9. We all know to blame.
whose who’s
10. just that we don’t know if she knows.
Its It’s
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Apostrophes

Certain Plurals

Use -’s to show that special terms are plurals, including numbers, signs, letters, and
words referred to as words.

W V-8’s have more power than V-6 engines.
Oops, I confused the +’s for =’s on this math page.
Lex got three A’s and two B’s on his report card.

Your wow’s are getting on my nerves!

N
\, Add apostrophes where they are needed in these sentences.

L. Officer Michaels and his dogs moved toward the suspected DC-10s on the runway.
2. These drug dogs were sensitive to the scent of PCPs.

3. The MPs formed a ring around the airplanes as soon as they landed.

4. All of the MPs had M-16s strapped to their shoulders.

5. The FBI had sent three GS-13s to brief Michaels, so he knew the case was big.

6. The files they provided had the 10-Ks for the companies who owned the airplanes.
7. On Michaels’ routine SQ-25s, there was never this much firepower.

8. This was so big, he’d better dot all his Is and cross all his 7T's on this case.

9. These guys were armed to the 9s, and they meant business.
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Apostrophes

Proofreading

G\)Proofread this story. Correct any apostrophe errors.

Mike was a pilot for Ace Corporation. Ace Corporation owned his
plane, and it was it’s job to decide who would fly which routes. Mike thought
he always got the worst assignments. He told a friend, “Everyone elses
plane airlifts interestin people or grateful millionaires. Im gettin tired of
always gettin stuck with the worst cargo to airlift. When its my flight, it’s
never a good assignment.”

One day, Mike went to talk to the woman in charge of assigning
flights. “Lets face it,” complained Mike, “Im never in the runnin for the
gravy routes! Theres gotta be a way to gimme some easy assignments!”

Thats how Mike was assigned to airlift some pets from Montserrats’
disaster area. The Corporation figured hed have no one to listen to his’s
complaints. They also figured that a three-hour flight in a DC-3 with the
engines roar and the animals noise would cure Mikes complaining.

Mike picked up a cat, a dog, and a parrot in Montserrat. The flight
back was anyones worst nightmare. With a cats’ meowing, a dogs barking,
and a parrots cackling in his ears, Mike was anxious to land the flying zoo
safely. Mikes landing was less than perfect, but it would do. It would also

be his last for Ace Corporation, he decided.
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Commas

Teacher Guide

The main purpose of commas is to indicate
— slight pauses in what we read. These pauses
help us to identify chunks of information that
belong together, whether we are reading to
ourselves or reading aloud to someone else.

_ Enrichment Activities

® Rewrite a paragraph from a textbook or a

story, omitting every comma. Display the
- passage on an overhead or the board. Ask
your students to read it aloud in unison. Do
they all pause after the same words? Are
they more in unison for sentence endings
= than for places where commas would help?

Ask your students what would make it easier
to read in unison. If they don’t suggest using
commas to help with phrasing, point out this
- benefit of using commas.

® Rewrite a passage and add too many commas

to it. Ask your students to read it in unison.

- What do they notice? What would they like
" to change? Why?

Activity Sheets

- Overview, page 68

As you review this information with your
students, talk about the ways commas give a
— visual signal that matches the natural
pauses in spoken English. Have a student
read each example sentence aloud, and ask
the other students to notice how closely the
- reader’s pauses match the commas in each
sentence.

In a Series, pages 69-76

_ To introduce this series of activity sheets, ask
your students to make a short list of things

. 100% Punctuation

they’d like to add to the lunch menu or things
they’d like to take on a trip to a space station.
Write the list on the board. Then show your
students how to write that list in a sentence,
directing special attention to the commas to
separate the list items.

Traditional grammar advises writers to use
commas between all items in a list, no matter
how many items there are. Other experts
omit a comma between the last two items if
the meaning is clear without it. The activity
on page 74 explains this option. We rec-
ommend using commas between the last two
items of a list if there are four or more items,
and omitting a comma between the last two
of three items if it’s easy to understand
without this comma. Share your own views
about commas in lists with your students.
Tell them what you expect from them in
written work you assign.

The activity on page 75 deals with multiple
adjectives modifying a noun. Two tests help
writers decide whether to use a comma
between the last two adjectives in front of a
noun:

1. Rearrange the order of each modifier. If
it makes sense in any order, use a comma
between the last two modifiers.

a cold, rainy day (correct)
a rainy, cold day (correct)

If it doesn’t make sense when you change
the order, don’t separate the last two
modifiers with a comma.

a cold, November day (incorrect)

a November, cold day (awkward)
a cold November day (correct)
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2. Insert the word and between each adjec-
tive. If the phrase still makes sense,
separate the modifiers with a comma.

a COld, rainy day }Same meanin,
a cold and rainy day ¢
a cold November day

a cold and November day } not the same

Nonessential Information, page 77

To introduce this activity, write the main
part of the example sentence on the board:

Scamp hid under my bed until the storm
stopped.

Explain that this sentence is complete. Then
write the phrase “scared by the thunder” and
ask your students where to insert it in the
example sentence. This phrase adds infor-
mation to the sentence, but since the
information isn’t critical to understand the
main sentence, it is nonessential infor-
mation. The commas set it off from the main
sentence.

Introductory Words and Phrases, page 78

With your students, brainstorm all the words
and phrases you can think of that start or
introduce sentences. List each one on the
board, followed by a comma, for practice.

Interjections, page 79

Alert your students that some writers use
exclamation points more freely than others.
The Answer Key lists probable answers, but
allow students room for a difference in
writing style in using exclamation points.
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Prepositional Phrases, page 80

Review the meaning and use of prepositional
and parenthetical phrases with your students
before they complete this activity. Ask them
to think of other examples of sentences that
start with this type of phrase. Talk about
which of these phrases should be separated
from the rest of the sentence and tell why.

Adverb Clauses, page 81

Remind your students that adverbs tell how,
when, where, or how much something hap-
pens. Adverb clauses are dependent clauses
(clauses that couldn’t be complete sentences
by themselves) that often start with the
words in the box on this activity sheet.

When an adverb clause introduces the main
sentence, a comma separates it from the
main sentence. No comma is necessary when
the adverb clause follows the main sentence.

When you leave, shut the door.

Shut the door when you leave.

Appositives, pages 82-83

On the board, write the example sentences
without the appositives and with the
appositives to show that each sentence
retains its overall meaning without the
appositive. @ The commas set off less
important or nonessential information. You
could also show how appositives function by
reversing the appositive and its referent in
each example. What subtle differences in
meaning are there when the appositives and
referents are exchanged?
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Direct Address, page 84

A direct address isn’t essential information
to a sentence, so it is set off by a comma or
commas.

Parenthetical Comments, page 85

These nonessential parts of sentences are set
off by a comma or commas. They are like
asides in a play. Many writers also use a
dash to separate parenthetical comments
from the rest of a sentence:

You will — I hope — take a shower today.

The use of the dash is presented in the Fine
Points unit later in this book. Use your own
discretion in addressing the dash as part of
the activity on page 85.

Tag Questions, page 86

Have your students practice turning state-
ments into tag questions to show what tag
questions are and how they are made.

Contrasting Elements, page 87

Write the example sentence on the board.
Then erase the contrasting element to show
that, like a parenthetical comment, a
contrasting element isn’t essential to a main
sentence. A comma or commas set it apart.

Dates, page 88

Your students probably know about using
commas in dates, but they may need to learn
to add a comma after the year when they
write a date in a sentence:

June 1, 2006, is the day I'll graduate.
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Addresses, page 89

Just as the words and or or can replace a
comma in a series, a preposition can replace
a comma that separates parts of an address
in a sentence.

Letter Openings and Closings, page 90

This activity uses an informal letter to
feature using a comma after the opening. In
formal letters, many writers use the tradi-
tional colon following the opening. A letter
closing is always followed by a comma.

Titles, page 91

An abbreviated title following a name is like
a parenthetical comment. It adds informa-
tion to clarify the name, but that information
isn’t critical to understand the sentence.

Use this activity to review some common
titles and their abbreviations. List each title
on the board and ask volunteers to add the
abbreviations. Then have your students
think of a name, real or fictitious, to list
with each title. Finally, ask your students
to write one sentence using each name and
abbreviated title, remembering to use
commas to separate each name and title
abbreviation and to separate each title
abbreviation from the rest of each sentence.

Here are some abbreviations to include:

Junior Jr.
Senior Sr.
Doctor of Dental Surgery D.D.S.
Doctor of Veterinary Medicine D.V.M.
Registered Nurse R.N.
Bachelor of Arts B.A.
Bachelor of Science B.S.
Master of Arts M.A.
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Master of Science M.S.
Doctor of Law J.D.
Doctor of Medicine M.D.
Doctor of Laws LL.D.
Justice of the Peace J.P.

Compound Sentences, pages 92-94

Traditional grammar demands a comma
before a coordinating conjunction that joins
two independent clauses. In practice, many
writers omit this comma if the clauses are
short and if the meaning is clear without a
comma. Note that this activity uses only
coordinating conjunctions, not because or
other subordinating conjunctions. That’s
because you don’t often need a comma before
a subordinating conjunction. Here’s the
difference:

I'm tired, for I couldn’t sleep. (co-ordin.)

I'm tired because I couldn’t sleep. (subor.)

The Answer Key in this book assumes your
students are practicing traditional usage on
the first and second activity sheets, pages 92
and 93, adding a comma before the coor-
dinating conjunction.

The third activity, page 94, introduces the
option of omitting the comma if the clauses
are short and meaning is clear without it. If
your students aren’t sure whether to use a
comma, encourage them to say the sentence
out loud. If they pause before the coor-
dinating conjunction, they should consider
adding a comma for readers, even if the
phrases are short. Compare these examples:

I'll go but I'll be back.
I'll go, but I'll be back.

You call me or I'll call you.
You call me, or I'll call you.

With the sentences above, readers need more
context to be certain of the intent of each
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message, but the punctuation might signal
slight differences in meaning. The point is
for students to take an active role as writers,
using punctuation as a tool to help convey
the written message to readers as the
message is intended.

To Prevent Misreading, page 95

Do this activity as a group on an overhead.
Have your students read each sentence
silently before any discussion to get an idea
about what it means.

Run-on Sentences, page 96

In most cases, we lower our pitch more for a
period at the end of a sentence than we do for
a comma within a sentence. Teach your
students to read their writing to themselves
to help proof their punctuation as they write.

A run-on sentence substitutes a comma
improperly for a period, a semicolon, or a
conjunction. Some grammar resources refer
to this error as a comma fault.

Since there are several correct ways to fix
each sentence on this activity sheet, review
the items as a group after your students have
done their work individually. Sample
answers are listed in the Answer Key, but
accept other suitable responses as correct.
This activity illustrates some of the flex-
ibility of our language in writing the same
message in different ways.

Proofreading, page 97

Your students’ finished work on this activity
sheet may differ due to the options for some
rules about using commas. A sample of one
acceptable version is listed in the Answer
Key for your reference. Accept other correct
responses as appropriate.
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Commas
“

Quiz

Add commas wherever they are needed in these sentences.

1.

10.

11,

12.

13.

14.

15.

16.

17.

On January 15 1963 Rev. Martin Luther King Jr. gave his most famous speech.
Dr. King led a march from Selma to Montgomery Alabama in 1965.

My oldest sister Gloria is more interested in historic events than I am.
Yesterday I told her “Everyone will laugh at you if you wear that dumb skirt.”
She always says she doesn’t care what people think but I don’t believe her.
Well if that’s what she wants to wear let her go ahead.

If Gloria had any sense though she would follow my advice.

Gloria who is fifteen thinks she knows everything in the world.

Gloria may be older than I but she has more to learn about things.

I know for example much more about shopping using makeup baking and boys.
All Gloria ever thinks about is history political events and dirty oily engines.
Uncle Jake from Las Vegas Nevada taught Gloria all about car engines.

He collects cars old motorcycles farm tractors and racing cars.

Instead of collecting old junk I wish Uncle Jake collected cool comics.

“Georgie I hope you’ve finished your homework” Mom said.

I told her I'd get back to it right away but it won’t be easy.

How does my mom the daydream detector know when I'm daydreaming?
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Commas

Overview

The comma is the most common punctuation mark. Commas are like fences. They keep
things that belong together in a group and separate things that don’t belong together.

\

In this unit, you will learn about using commas to do these things: \

You will also learn to be careful not to use too many commas when you write.

® Separate items in a series
Dana’s favorite sandwich has cheese, salami, mustard, and pickles in it.

® Separate two or more adjectives before a noun
Please take your dirty, smelly feet off my chair.

® Separate two or more independent clauses
We wanted to buy more popcorn, but the popcorn stand was closed.

® Set off words, phrases, or clauses that introduce a sentence
So, like, have you seen Rick’s latest outfit?
As soon as you see it, you’ll know why he has to stay after school again.

® Set off expressions that interrupt a sentence
My sister, who is six, can already play the piano like a pro.
You, my friend, are the winner of this excellent eraser.

® Separate parts of dates and addresses
On January 14, 2007, my grandma from Dayton, Ohio, will be 100 years old.

® Signal the end of a letter opening or closing
Dear Sue, Very truly yours,

® Set off a title after a name
Randy Wong, Ph.D., spoke to our class today.

_J
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Commas
R e R R N e e s R e I T e P e e Ve vy
In a Series

A series in a sentence is a list of items. Use commas to keep each item in a series
separate.

list style sentence style

wp Jay’s allergies Jay is allergic to milk, oranges, strawberries, and nuts.
milk
oranges
strawberries
nuts

Don’t put a comma before the first item in a series or after the last item.

incorrect Marta brought, yogurt, raisins, coconut, and cranberries, for a treat.

correct Marta brought yogurt, raisins, coconut, and cranberries for a treat.

X, Add commas where they belong in these sentences.
1.  You can choose red blue green or yellow M&M’s®.
2. Call it candy chocolate treats or dessert, I like them all.
3. TIll eat pies cakes cookies and brownies.
4. Large fat husky and ample are words others use to describe me.
5. I prefer to think act and consider myself impressive.
6. I eat snack devour and inhale, therefore I am.
7. They want me on the wrestling football and tugging teams.
8. Ifit isn’t eating sleeping resting or snacking, I'm not interested.
9. Coaches would just want me to jog exercise work and practice.

10.  As someone famous said, “Give me cupcakes brownies and doughnuts,
or give me death.”
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Commas

In a Series

An item in a series can be more than one word. Use commas only between whole items
in a series.

wp incorrect Zeke wore a plaid, shirt, checked, pants, a bow, tie, and neon-pink socks.

correct Zeke wore a plaid shirt, checked pants, a bow tie, and neon-pink socks.

S
\, Add commas where they belong.

1

10.

11.

All right, I don’t like your dyed hair striped blouse plaid skirt argyle socks and

caked-on makeup.

If I'm asked, I'll give an honest opinion objective judgment and suggestions for

improvement.

If I can evaluate a situation figure out what’s wrong and propose a solution, why

not express it?

Too many people hold back say nothing and let problemé grow larger.
If a person has a large nose curly hair and freckles, let’s just say it.

If a person has thin lips stringy hair and pasty skin, let’s just say it.

I value simple honesty directness and absolute integrity.

My critic, Rhonda, is all wet completely off base and without good taste.

She says I have no color sense no understanding of fashion and an obnoxious

personality.
Does she think she is the only judge the complete jury and the final executioner?

Doesn’t she know people don’t like won’t associate with and will avoid someone

who cuts people down?
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Commas

In a Series

Words that are usually pairs of things that go together are considered one item in a
series. Use commas to set off each pair of words that go together.

W incorrect Lunch today is spaghetti, with meatballs, tossed salad, garlic bread,
with cheese, and brownies, with frozen yogurt for dessert.

correct  Lunch today is spaghetti with meatballs, tossed salad, garlic bread
with cheese, and brownies with frozen yogurt for dessert.

* Add commas where they belong.
1. In tonight’s game, you’ll see the agony and ecstasy the effort the success
and the drama of human competition.
2. For brunch, we serve rolls tea bagels and cream cheese doughnuts and coffee.
3. The music selections are country rock and roll blues or jazz.
4. You should pack your underwear shoes and socks shirts pants and a hat.
5. While returning from Cleveland, we encountered rain wind thunder and lightning
hail and snow.
6. This is a land of milk and honey opportunity abundance and hope.
7. Diana cared for those without homes the rejected the sick and all others, too.
8.  For lunch, 'm having a peanut butter and jelly sandwich juice and a cookie.
9. Deena’s favorite makeup shades are light pink peaches and cream auburn

and fawn beige.
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Commas

In a Series

Items in a series can be words, phrases, or even clauses. Think of each whole item as one
chunk of information. Use commas to keep each chunk separate.

-

Standing in line, buying our tickets, and finding our seats took us an hour.

Our team was the first to beat Hoover High, the second to win three seasons in a

row, and the first to have local TV coverage during our games.

Add commaé where they belong.

Wally planned to go to the store pick up the groceries and return home by noon.
That was before Ralph showed up took over his car and changed all the plans.
Ralph wanted to drive to the beach check out who was there and catch some rays.
When they got to the beach, a volleyball game was just getting started teams
were being selected and they needed two more players.

Ralph loved spiking the ball digging for saves and blocking other players’ spike-
attempts.

Wally enjoyed keeping score going for drinks and keeping out of the way of the
volleyball.

Ralph thought they made a good team, since they stayed out of each other’s way
did different things and he got all the attention.

As he drove Ralph to the hospital, Wally agreed that Ralph’s final shot would
have been great made volleyball headlines and gotten Ralph a spot on the

Olympic team if Ralph hadn’t tripped over his feet.
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Commas

In a Series

If all the items in a series are connected by the words and or or, you don’t use a comma
to separate them.

w» We could watch TV, play cards, or tease my little brother.

10.

We could watch TV or play cards or tease my little brother.

Jon keeps socks, old report cards, and his pet mouse in his top drawer.

Jon keeps socks and old report cards and his pet mouse in his top drawer.
Add commas where they belong.

At the hospital, Ralph went on and on and on.

He had to tell everyone about his great shot and his great moves and his
spectacular ability.

Wally was glad to be out finished and on his way home.

Ralph could find someone else to take him home tomorrow and listen to his
stories and sympathize with his incredible bad luck.

Wally liked Ralph when he wasn’t bragging seeking attention or hogging the
limelight.

When Ralph was unsure of himself or uncomfortable with the situation or with
completely new people, he was hard to take.

He would overcompensate by talking loud or laughing boisterously or trying to
be Mr. Charm.

If he would just be himself take it easy and let other people tell about themselves,
more people would like him.

Wally didn’t know if he should tell Ralph straight out or let him be or give him
subtle hints.

Ralph was running low on friends and running out of chances and running out

of time.
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Commas

In a Series

You don’t have to use a comma before the last item
in a series if the meaning is clear without it. If you
need a comma to make the meaning clear, add it. If
you're not sure about the meaning, but you know it’s
the last item in the series, use a comma.

wp  correct The Birdman shakes, rattles and rolls.

correct 'The Birdman shakes, rattles, and rolls.

AN
» Add commas where they belong.

1. When you go scuba diving, be sure to bring tanks

a wetsuit a mask a snorkel and a regulator.

2. Some of the different types of diving are wreck diving cave diving night diving
and ice diving.

3. You can dive in rivers lakes quarries and the ocean.

4. Diving is for men women girls and boys.

5. There are specialty courses for navigation deep diving photography and rescue
diving.

6. Some of the skills beginning divers learn are using a snorkel clearing your mask
and doing the fin pivot.

7. There are ratings for open-water diver advanced diver rescue diver divemaster
and instructor.

8. People dive in the Caribbean Pacific Atlantic and Indian Oceans.
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Commas

_
In a Series

Use a comma to separate two or more adjectives that modify the same noun.

w» incorrect Frankie the Ferret is an adorable energetic lovable pet.
correct Frankie the Ferret is an adorable, energetic, lovable pet.

Sometimes the last adjective in a series is part of the noun. If you took the adjective
away, the noun would change its meaning. Don’t use a comma before an adjective that
acts like it is part of the noun.

w» incorrect Worms were everywhere that wet, rainy, spring morning.
correct Worms were everywhere that wet, rainy spring morning.

QN
X, Add commas where they belong.

1. Emil’s incredible difficult long hike

2. along hot humid summer evening

3. Gene’s dirty old smelly slippers

4. an exciting free rock concert

5. asudden loud piercing thunderclap
6. tangy fresh delicious brussels sprouts
7. avaluable engraved gold locket

8. an awesome mysterious surprising trick

9. the amazing new totally fat-free chocolate dessert

10. Marty’s long boring campaign speech
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Commas

R U R e S R R e R T T R T R T R R
In a Series

Sometimes a word in a series of adjectives modifies another modifier, not the noun at

the end of the series. Don’t use a comma to separate these modifiers that need to stay
together to make sense.

wp incorrect Lisa has a cute, brand, new, fluffy, Persian kitten.

correct Lisa has a cute, brand new, fluffy, Persian kitten. (Brand modifies new.)

&
X) Add commas where they belong. The names of people are underlined.

1. There are many computer geeks powerful computers and network connections

at the Micro Café.

2. Slide Rule Louie had cool moves fast fingers and the best brain on the block.

3. The delivery of keyboards color monitors modems and disk drives was received

with excitement.

4. With new equipment, would Slide Rule Louie create new programs games software

solutions or simulations?

5.  When Louie starts cooking on the keyboard, you see flying fingers wild colors and

cool animation.

6. As Louie walked into the Café, people stopped moved closer stared and tried to

guess what he would do.

7.  Among those around Louie were Brad CD Charlie Pat Mousepad Mike and Harry.

8. Louie had his books handwritten notes floppy disks and CD’s.
9. The anticipation quiet and expectation hung heavily in the air.

10. Slide Rule Louie was ready to make awesome magic creative code and fun games.
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Commas

m
Nonessential Information

Nonessential information in a sentence is words that add information, but aren’t

necessary to the meaning of the main sentence. Use commas to set off nonessential
information. :

w»  Scamp, scared by the thunder, hid under my bed until the storm stopped.

Notice the difference in meaning in the two sentences below.

SN

W cssential

nonessential

The girl who is in ninth grade is the captain of our team.

There is more than one girl. “Who is in ninth grade” tells which girl
is captain of the team.

The girl, who is in ninth grade, is the captain of our team.

The main information is that the girl is the team captain.

¥, Underline the nonessential information in each sentence. Then add commas where

10.

11.

they belong.

My dog who is five years old is not the smartest animal in the world.

Last Saturday my mom’s day off was a case in point.

It all started as you can imagine at breakfast.

Mom always planning wanted to know what we were going to do.

The we to be specific was the dog and yours truly.

Rather than keeping quiet as a smart dog would Bowser jumped up and

wagged his tail.

Bowser’s tail which is quite bushy started dusting the kitchen table.

In most cases especially when Mom’s around that would have been fine.

Bowser’s tail swept the dishes not yet cleaned that morning to the floor.

Then Bowser who has a huge tongue began licking the food off the broken dishes.

That my friends is just one reason Bowser hasn’t won awards for intelligence.

100% Punctuation

77 Copyright © 1998 LinguiSystems, Inc.



Commas

Introductory Words and Phrases

An introductory element is a word or words that introduce, or begin, the main part of a
sentence. Use a comma to separate an introductory element from the main sentence.

w» Well, I'll see you later. Come to think of it, I'm late for school. Yes, I am.

So, what’s new with you? Why, you look totally confused!

SN o
\, Underline each introductory word or word group. Add commas where they belong.

At this rate we'll never get where we’re going. You see every time my

dad sees a garage sale sign, he has to stop. Why you never know when there
might be an undiscovered treasure. In fact we have never yet found any
treasures. However that doesn’t stop Dad. No sir he checks out every single
garage sale. Clearly there will not be a garage sale left unexamined by his
eager eyes. As you may notice our car keeps getting loaded down with more
and more things. Remember these things are not junk. No indeed they are

potential treasures awaiting discovery.
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Commas

R B B A T O B S S I sy
Interjections

Interjections are words that express emotions, like wow or yikes. If an interjection is
strong, use an exclamation mark after it. If an interjection is mild, use a comma after it
to separate it from the next sentence.

wp Yikes! What happened to my bike? Man, the wheels are all smashed up.

Use a comma to separate individual interjections that are joined into the same comment.

wp Oh, yuck! I cracked the egg too hard.

x Underline each interjection. Add commas,
’ periods, question marks, exclamation points,
and capital letters where they belong.

1. Watch out A space alien is landing
2. Oh my goodness it ceftainly has a lot of heads

3. Wow I've never seen such shiny boots

4. Fifteen feet that’s a whole lot of shoes to buy

5.  Wahoo It looks like a one-alien foot-stompin’ parade

6. Wait Ifit has two stomachs will it have two belly buttons
7. Man how many eyes are in each head

8. | Hmmm with four eyes how would it hook on eyeglasses

9. Hold on would you call it “eight eyes” if it had glasses

10. Watch it don’t call the alien “eight eyes” if it can hear you
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Prepositional Phrases

If a sentence begins with just one prepositional phrase, you don’t need a comma after it
unless the phrase is parenthetical (in my opinion, by the way, etc.) or you need a comma
to avoid confusing readers.

L parenthetical ~ On the other hand, freckles are better than pimples.

no confusion  In the top drawer you’ll find some safety pins.

avoids confusion  With chocolate, banana splits taste just right.

If a sentence begins with two or more prepositional phrases, use a comma after the last
one in the series.

- Near the new store on the corner of Oak Avenue and Main Street, there’s a
place to post a sign if you lose your pet.

\A, Add commas where they belong.

W. C. Fields (18807-1946) was a great film comedian. Among the
memorable things about his comedy style many of his sarcastic commenfs
are still well known. On his tombstone his epitaph reads something like “All
things considered I'd rather be here than in Philadelphia.” With such an
epitaph W. C. Fields didn’t seem fond of Philadelphia. I on the other hand
like Philadelphia quite a bit. For example near the historic district the mint
is a fascinating place to visit. The cobblestone streets of the old town are
now bumpy alleys and walkways. On my way home from school on some
afternoons I take shortcuts through these alleys and walkways. Once I tried
to ride through them on my bicycle. In no time as you can imagine I was
bounced out of my skull. Maybe W. C. Fields liked riding on his bicycle.

Above all other reasons that might be why he chose that epitaph.
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Adverb Clauses

Adverb clauses often tell you about the setting of a sentence. They give information
about where, when, why, or how something in the main sentence happened. Use a
comma after an adverb clause at the beginning of a sentence.

wp While we watched the movie, Stephanie made Gus a birthday cake.

The words in the box are adverbs that often begin an adverb clause.

” when  before so that
. since while anless
\ Wherever though  although  where

x} Add a comma after each adverb clause that begins a sentence.

Whenever we took my kid sister Harriet out in public she always
embarrassed us. Even if you tried really hard you couldn’t imagine more
outrageous outfits than she wore. After a few embarrassing events with her
my brother and I vowed never to go out in public with her again.

Since she knew we were concerned about her outfits one day Harriet
dressed up like a fairy princess. Although that seemed harmless Harriet
was no ordinary fairy princess. Whenever she heard a bell ring she would
wave her fairy wand and bong people on the head. As long as we kept
walking very fast no one got very upset. Until we stopped for the light on
Fifth Street we thought we could get Harriet home without major problems.
As if time had stopped this light would not turn from red to green. As we
waited for the light to turn an ice cream truck came toward us. Before we
could cross the street Harriet heard its bell. Though I'd like to continue this

story my head pounds just thinking about it!
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Appositives

An appositive is a word or words right after a noun that rename or explain that noun.
Use commas to separate an appositive from the rest of the sentence.

w» Your thyroid bone, or Adam’s apple, protects your vocal cords.

AN
>

10.

Tonight we’re going to a concert by Tubby Tomlin, the famous tuba player.

Underline each appositive. Then add commas where they belong to separate the
appositives from their main sentences.

Melissa was brought up by the right people the perfect manners people.

They the perfect manners people wouldn’t even think of using the same fork for
both salad and dessert.

When they eat or drink, they always hold the pinkie the smallest finger higher
than the other fingers.

They say, “Good breeding the right stock always shows.”

Melissa our sister always asks permission before leaving the dinner table.

She Melissa makes my brothers and me sick.

We the cool guys think manners that don’t make any sense are stupid.

Melissa counters, “You my ignorant brothers need so much training that it’s not
worth the effort.”

Wait a minute! Melissa our snooty sister has the same parents we do.

If having perfect manners is genetic inherited from your parents we’re doomed!

100% Punctuation 82 Copyright © 1998 LinguiSystems, Inc.



Commas

“
Appositives

Most often, you could take an appositive out of a sentence without changing what the
sentence means. Sometimes the appositive is so important to the meaning of the noun it
modifies, you don’t use a comma to separate it from the rest of the sentence.

-

no comma The book Goosepimples is on sale this week.

comma Buzz, our school newspaper, comes out every other week.

Notice the difference between these two sentences:

W 10 comma My brother Chad turns 13 this month.

I have more than one brother.

comma My brother, Chad, turns 13 this month.
I only have one brother, Chad.

AN
\> Add commas where they belong.

1.

2.

10.

Maureen wanted to see the movie Action on the Bloody Frontier.

John wanted to see a more romantic movie The Promise of Love.

Maureen wondered what John her friend was thinking.

Last week, Maureen had seen the movie The Monster Who Ate Everyone with Jason
another friend.

Jason Maureen’s preferred movie companion considered himself her only boyfriend.
Of all the boys she knew, though, Maureen’s favorite was her friend John.

Perhaps she could transplant Jason’s bloodthirsty movie taste into her favorite
boyfriend John.

John the chosen boyfriend had no idea he was Maureen’s favorite boyfriend.

John asked Maureen out to see the movie Run, Girl, Run, but she was busy.

After seeing Maureen with Jason, John a very confused fellow stopped asking

Maureen out.
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Direct Address

When you talk to someone directly in a sentence,
you use the person’s name or refer to the person
directly. Use commas to set off direct addresses.

wp» Did you know, Rachel, that your left foot
is bigger than your right?

Jason, my feet are none of your business.

x) Add commas where they belong.

1. Karim we have to get serious about building this great pyramid.

2.  We need more water Rafi for the workers.

3. The logs Faisal must be delivered over here.

4. Well, now, Joseph how many slaves will arrive today?

5. Yasir locate living quarters for the new arrivals.

6. Has the limestone quarry run out of stone Abdel?
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