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Use of commas
1. To separate two complete sentences that are joined with a coordinating conjunction.
Example: Sheila wanted to leave for the beach early, but she had to work until 7.
2. Commas are used with an introductory/dependent clause or phrase.
Example: When Alice entered the lecture hall, she remembered that she hadn’t carried her book.
3. Commas are used to mention objects in a list.
Example: I bought oranges, mangoes, and lemons for my sick mother.
4. Commas are used with non-essential information.
Example: The mathematics teacher, who was sick, is a part-time plumber.
5. Commas are used with coordinate adjectives that can be reversed or have “and” in place of the comma.
Example: The doctor was a dark, tall man.
6. Commas are used with dates, addresses, titles, and numbers.
Example: My mother established her company on January 20, 2003. Her company's address is 2219 Seattle, Washington, United States.
7. Commas are used before direct quotes.
Example: According to Jeff Bezos, “Your margin is my opportunity.”
Use of Apostrophes
1. Apostrophes are used to indicate ownership
Example: Kelvin’s mother is a lecturer.
2. Apostrophes are used to indicate an omitted or contracted word.
Example: My grandfather is among the ’46 war survivors.
Example: My father doesn’t tolerate vulgar language.
Use of semicolon
1. A semicolon is used to join two closely related ideas.
Example: Donald likes swimming; his sister likes playing chess.
2. A semicolon is used with conjunctive adverbs.
Example: Donald likes swimming; however, his sister likes playing chess.
3. A semicolon is used in a list to avoid confusion with other punctuation.
Example: My mother’s company has three branches: Worldgate, Herndon; Monroe, Chicago; and Broening, Baltimore.
Use of quotation marks.
1. Used for directly quoted words.
Example: Barrack Obama once said, “The best way to not feel hopeless is to get up and do something.”
2. Used for certain titles.
Example: Yesterday I read the book “The Secret to Success.”
3.  Used for words mentioned as words.
Example: The word “ally” means the same as the word “friend.”
