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PUNCTUATION RULES
Periods are required

a at the end of all declarative sentences, including indirect
questions (I am going home.)

b. after abbreviations (p.m., John R. Smith)

Question marks are required at the end of a direct question. (Where
are you going?)

Commas are required

a in a series of three or more words or phrases (I found three
pennies, two nickels, and one dime.)

b. between two independent clauses joined by a coordinating
conjunction (Paul was glad to get his sports car back, so he got
in and drove away.)

(e to separate coordinate adjectives that modify the same noun (the
new, speedy car)

d. to set off nonessential clauses and nonessential participle
phrases (My car, which is eleven years old, probably won't last
much longer the way I drive; Juanita, arriving early, noticed
something strange.)

(25 to set off expressions, such as appositives, that interrupt the
sentence (Mr. Jefferson, the lawyer, went to court.)

f. after the salutation in a friendly letter (Dear Jim,)
g after the complimentary close in a letter (Sincerely,)

h. between the independent parts of a date except when you are
given only the month (July 4, 1989, but May 1989)

i between the independent parts of an address or geographical
location (2301 Sam Smith Street, E]1 Paso, Texas )

g before a direct quotation (Maria said, “Go to school”)
Semicolons are required between independent clauses not joined by
coordinating conjunctions. (Paul was glad to get his sports car; he got
it and drove away.
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5. Apostrophes are required
a to form possessive nouns (Paul’s car was red.)
b. to form contractions (can't, don't)
6. Colons are required
a to ;eparate hours and minutes in time (9:30)

b. after the salutation in a business letter (Dear Mrs. Smith:)
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CAPITALIZATION RULES

CAPITALIZATION REQUIRED FOR

a

the first word of a sentence (The King is dead.)

names of days of the week (Monday, Saturday)

names of months of the year (March, September)

the pronoun [ (John and I went to the store.)

names, including initials, of individuals {John R. Doe)

titles which precede individual's names (Mr., Mrs., Doctor, Senator)

all the words in the names of holidays except prepositions and articles
(the Fourth of July)

the first word and all nouns in the salutation of a letter (Dear Sir:)

the first word in the complimentary close of a letter (Sincerely yours,)
family relationship names when they precede a name (Uncle Bill) or
are used in place of a person's name, especially in direct address (Did
you call me, Father?)

all the words in the names of specific geographical locations except
prepositions, conjunctions, and articles (the Avenue of the Americas,
Rocky Mountains, Florida)

all the words in names of specific organizations and agencies except
prepositions, conjunctions, and articles (Boy Scouts of America,
National Aeronautics and Space Administration)

names of languages (Spanish, German)

names of definite sections of a country or the world (The South is a
beautiful part of the country.)

names of nationalities (Polish, Swedish, Mexican)
names of religions (Episcopalian, Baptist) and deities (Jehovah, God)
the first word and all the other words in titles of books, articles,

works of art, etc., except short prepositions, conjunctions, and
articles (The Wind in the Willows)
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CAPITALIZATION NOT REQUIRED FOR

a

common nouns (car)
adjectives not based on proper nouns (my blue car)

words other than the first word in the complimentary close of a letter
(Sincerely yours,)

prepositions, conjunctions, or articles in the names of holidays,
specific geographical locations, specific organizations and title of
books, articles, etc. (Fourth of July)

family relationships when used alone or preceded by a possessive
pronoun (I was talking to my brother.)

compass directions that designate direction rather than a section of
the country (We live north of the Rio Grande River.)

names of seasons {fall, winter, spring, summer)
names of school subjects. except for proper nouns or adjectives or

course titles followed by a number (social studies, mathematics,
English, Spanish, Social Studies 201) 2
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