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We had one problem only Janet knew we faced bankruptcy
(Face bankruptcy ,wMe¥! asley)

taalises @udys obade, alod oda Jobls XV S el oyyd 4o

We had one problem: only Janet knew we faced bankruptcy.

We had one problem only: Janet knew we faced bankruptcy.

We had one problem only, Janet knew: we faced bankruptcy.

We had one problem only Janet knew we faced: bankruptcy.
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The Full Stop

() el of) oS o dadaidf

ooba¥l 8 dlnaifly MSEN o Julall () cabyll dode of dlaaill Jis
AL GLEOXT 6 LoS dlad] dulgs juuat] pasiisws

Ex: I've changed the sheets in the guest room.
Bgunll déye b il iyl 4t o
Ex: I asked her whether she could tell me the way to Brighton.
ool Al Gl Sle Si0as o Lgie cedln sal 1 Jlio

Ex: Arabic is considered one of the most difficult languages.

Ex: The British and the Irish drive on the left; all other
Europeans drive on the right.

Ot959% Ay Lol Lol ple @@l b pgaaid ¥y oguillasdl s9dy - Lo
el e Lgigagdrs

Uas 5o Lgo Lo SBLEGS) Jolomg ddlall dladl Jobs ¥

*Tom has applied for a sports club membership,
Susanna is expected to do the same.
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Can you see what’s wrong with this? Yes, there are two
complete statements here, but the first one has been
punctuated only with a comma. This is not possible,
and something needs to be changed. The simplest way
of fixing the example is to change the comma to a full
stop:
Lgaudys & Ao¥l ST Lo olilolS liles his o) s Uadf 55 Jo
Al dboladl yrdi 0¥ dals 6 g dboluny il juk iy dloliy ladd
ralads

Tom has applied for a sports club membership. Susanna is
expected to do the same.

Loy oS0 o 130 Lgy duoldt adgll dbndi L) ol dlas JS ¥
lio e giline JSby pimmad prilas plasiaw! @MU jo gudd 4l 5,5
@5 He¥l dladl a2y dlold pasiaws of Juad¥l jo 39Sy @5 g gl

AL gl e and o oy

Ex: Tom has applied for a sports club membership, and
Susanna is expected to do the same.

Here are some further examples of this very common
error:

H> gLl Uadf fis e AL1a¥H o appll s Lo

*Bangladesh is one of the world’s poorest countries, its
annual income is only $80 per person.
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*The British are notoriously bad at learning foreign languages,
the Dutch are famously good at it.

ogeailogll dnia ¥ Slalll @les gosnirm ¥ gl ol df e byed ¢

s S8 eghalals 09430
All of these examples suffer from the same problem: a comma
has been used to join two complete sentences. In each case,
either the comma should be replaced by a full stop, or a

suitable connecting word should be added, such as and or
while.

oelas byt dlols plasawl @ dlSal juas Lgy dlio¥l ois giox
Aslanf @iy ol bty of dladsy dluolall Jasiws of Lof All> JS 8 . palalS
.while gf and Jio dwlio abhe dolS
il hass ¥l @by b ddadill pasiws Gl
Summary of full stops:
o Put a full stop at the end of a complete statement.

o Do not connect two statements with a comma.

:.ni "I.” al * . l ol
Alols dled) dilgs 8 dbhaidl g o

Aloley il oy ¥ e
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The Question Mark
(9) Algleavd | dod Sk

A question mark (2) is placed at the end of a sentence
which is a direct question. Here are some examples:

S7sbloa Bl Jie il dlodl dulgi o6 () plgaiaw¥l dadle gusgs
[ALio¥l jasy L

Ex: What is the capital of Germany?
Ll dowle o Lo JLio
Ex: Does anyone have a pen I can borrow?
Saio D).a_?_i_\.ui ‘qﬁ ‘QS.n.Q .\a-i 5.\.] J.a: JLLQ
Ex: Who told you that?
Mign sl oo 1 Jlio
Ex: In which country does Mazzen live?
Soslo ey dlgo éi o2 Jlo

If the question is a direct quotation, repeating the speaker’s

exact words, a question mark is still used:

oy ol Eraill Lol yuds S o fbles LoLasl Jgaudl oLS 1)
Ll plgaiaw¥l dodle plasuiwl

Ex: "Have you a pen I can borrow?" she asked.

Sopreiul @lf cliad Jor dlilE ualle aal:Jlie
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2 ydaill padedl ulhl nS,

Ex: "How many of you have a pet at home?" inquired the
teacher.

Serrdl 3 il bl 4t @ Sia axly @S” 3ULE olell Jlaw 1 JLio

But a question mark is not used in an indirect question, in
which the speaker’s exact words are not repeated:

]
|
|
|
|
|

ad @iy ¥ il bl ol Jlaasdl b pasaiws ¥ plgatwXl dedle oSI 1

ol Sasill alelS puds )-S5 ||

Ex: She asked if I had a pen she could borrow. i

(0 oyt @l gad LS I3f Lo piatlaw sal i Jlio ]

Ex: The teacher asked how many of us had a pet at home. |

el b il lgrs anad Lo asly @S @lell gl Jlie |

Here only a full stop is used. since the whole sentence is |

now a statement. i

|
|
|
|
|
|
|
|
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dles dtes ple pMSH ddo ¥ dladill pasiauws b lia

a5 oSeall b 1590l plasuiwl Loyl Lgd plgaiwl dadley
Lo 3550y Lo Lot o 31 umsiaid g B S5l cpina ¢ sl Jasug
o¥bo b
Ex: The famous allegorical poem Piers Plowman is
attributed to William Langland (2133221400).

plelig Al s Piers Plowman &ygiddl dlsl sapadll :Jlio
(GVE- - DIPPT) LMEY

Loglid plgaiwXl dadle plasiiwl & @5 g 935G yut yeliull Blogg 3o fuyls Lis
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Summary of Question Marks:
o Use a question mark at the end of a direct question.

o Do notusea question mark at the end of an indirect
question.

o« Use an internal question mark to show that
something is uncertain.

A | koM e

bl Jlgw dulgs 8 plgas Xl dode pasiawl -

o0 aSlio i 5955 Losie dulshs plgdiuwl dode plasiiwl cliSe o
L ;gafv

A Final Point
§ | il

Note that a full stop, a question mark or an exclamation
mark is never preceded by a white space. Things like the
following are wrong:

Al 135 Gsssd ¥ comeall Aol of plgasawXl dodle of dbadilf o Jas¥
Uas L JLU Migd dg)Ls

*How well has Darwin’s theory stood up ?
§ gyl duplas s gue 5o éi Al
doMeg dladl b dolS ,5f g dblue oy o Jieto Lis Uadl
plgaswy]
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Fragment
i | |

]

I

I

I

A fragment is a word or a phrase which stands by itself but |
which does not make up a complete sentence. Fragments are

very common in ordinary speech, in advertisements and even I

in newspapers. They may be used very sparingly in formal |
writing; when used, they should be followed by a full stop, a

question mark or an exclamation mark, as appropriate: 1

Jodly ALolS dlas JiF¥ o STLgHIis okt byloc of dolS o dmslilldleds |

pasinians Loy domall 6 iy el olell S 5 il dndll
Lgalasnian @iy Losicg ducmwdl DS o Jutis J< Gy dunlilf Jodf

comad dodle of plgatul dode ol () cidell Lodey degiio 095 ol oais |

Ex: Would he marry this lady after all what happened? |

Probably not.

I

I

I

I

I

I

I

I

I
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X C_?;Xl f&as> Lo JS awy bassull 0is o oy Jo i Jlio

Ex: Weneed to encourage investment in manufacturing,.
But how?

$einS ST pratll b leiiw¥l gaodis I dxls b oo i Jlio
Ex: Can England beat Australia? Absolutely!
o> SLhad Haldf gt ol o Se Jo

13



The judicious use of fragments can add vividness to
your writing, and they are quite acceptable in writing
which is somewhat informal. But don’t overdo them:
if you use too many fragments, your work will become
breathless and disjointed.
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The Comma
whatld!

The comma (,) is very frequently used and very frequently
used wrongly. In fact, the rules for using commas are really
rather simple, though complicated by the fact that the comma
has four distinct uses. To begin with, forget anything you’ve
ever been told about using a comma. In this document, the
four uses of the comma are called the listing comma, the
joining comma, the gapping comma and bracketing commas.
Each use has its own rules, but note that a comma is never
preceded by a white space and always followed by a white
space.

daadl b Lgolasiawl sl Lo S Lagly dlolall pasiws Lo 73S
o ddas> 00 @il S as Al ddasy Juolpall plasiil aclsd
ot of clile dvfay Al saes shlaso wlofasuwl deyl gl dlualall

i K i 6 dlala ) plasiial ylis ay Siles] 2 Lo S

o) .2 4 ) A : A ol A=y Slolasuia
fgall alaell dluals | alols ;o dlwalall dey¥f ol e
oS Aol aaclyd o plasiwl JSg dgidl dlaldy dpuslucXl
dcgiio a5 Lo Lattag dblune 151 dbgino 59S5 ¥ dlualall of IasX
dyls delue
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The Listing Comma
O v | iaber e

The listing comma is used as a kind of substitute for
the word and, or sometimes for or. It occurs in two
slightly different circumstances. First, it is used in a list
when three or more words, phrases or even complete
sentences are joined by the word and or or:

or Glisg (g) and delS ye jnigeill o £oiS 2pmdl dluold plasisw! oy
pasian ¥old ool JC &y yualisi puills b &iad dlolall siag ()
Jodf i of cilylesdl gl Silal ST o 38T of 235 dayy @iy Losic doils b
or: gl and dolS, alolSI

Ex: The Three criminals were Jack, Tom and Alex.
STl pgiy (Ils 193LS AU (g0, : Jlio

Ex: Hungarian is spoken in Hungary, in western Rumania,
in northern Serbia and in parts of Austria and Slovakia.

Jlosis b9 Liilogy iyl 89 91 6 Ly Sastll @i duy sl dalf :Jlio
LSLogliug Lusaidl o ghily Loy

Ex: You can fly to Bombay via Moscow, via Athens or via
Cairo.

8yl of Ll of 9 asgo e liogs ol I pbbosss of LiSe JLin
Ex: Lisa speaks French, Juliet speaks Italian and I speak
Spanish.

Ll aly Adlas¥l dalll codes sy dupall 2l fd Gasas @ Jle
Aobaw¥t Al
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Note thatin all these examples the commas could be replaced by
the word and or or, though the result would be rather clumsy:

or o and dalSy Juolsall Jlaiwl @iy of oSe Alia¥l 0is grax & Jas¥
1dedMo e 595 ol oS Apetidl ol o @2l

Observe that you can connect three or more complete
sentences with listing commas, as in the Lisa/Juliet example
above. Note the difference here:

Nd Jlio S8 LaS 5yl Juolgdy ,iST of Jrar &6 Jay, LSl asl Jas¥
Ls §Ladl Jas¥ ool codgs

Lisa speaks French, Juliet speaks Italian and I speak Spanish.
*Lisa speaks French, Juliet speaks Italian.

Remember, you must not join two complete sentences with a
comma, but three or more complete sentences may be joined
with listing commas plus and or or.

S dayy oS 4T dbolay pulolS puile> bayy peds ¥l w4l 545
.or 9" and + s J..alg.a.’).”\S;' 9;| Ja

Note also that it is not usual in British usage to put a
listing comma before the word and or or itself (though
American usage regularly puts one there). So, in British
usage, it is not usual to write:

dlols g o ilay,dl plasaawXl b sliell put oo aif Lo Ias¥
Apuld¥ o o o @ ) Lgaas or of and  delS Jud syl
00 i Sl plasiwdl L6 e (Ui plall oy duSyyo¥l

K5 o alie
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Ex: The Three criminals were Jack, Tom, and Alex.

Thisisreasonable, since thelisting comma is a substitute
for the word and, not an addition to it. However, you
should put a comma in this position if doing so would
make your meaning clearer:

coundy and delST fusy syl dlalé of cos S alaig ol fing
ooy I3 LS 15] gungll fim L6 Alusls puns of oty LT pag Lyt bl
:|_;9..‘49 ).“.Si DAy éﬂl L it}

Ex: My favourite opera composers are Verdi, Mozart, and
Gilbert and Sullivan.

olaslgang cipliog o)higag (saud @8 ot pelunall 1,09X1 gdlho  Jlio

Here the comma before and shows clearly that Gilbert and
Sullivan worked together. If you omit the comma, the result
might be confusing:

Lo pMosy

*My favourite opera composers are Verdi, Mozart and
Gilbert and Sullivan.

Here, the reader might possibly take Mozart and Gilbert as
the pair who worked together. The extra comma removes the
problem.

Lo oMosy LLS 5uilll Lao oyuling olign tladl pmies of foioy Lin
ALK aas 55 dudliaXl dlalally
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A listing comma is also used in a list of modifiers which all
modify the same thing. This time there will usually be no and
present at all, but again such a comma could be replaced by
and without destroying the sense:

|

I

I

I

I

go95 il dygnill Slagall dails o Loy Lgalasaiwl @iy syudl dlals i
Loyl Lo ST ¥l Le and axgs ¥ Lo dale ayll oda 89 £l yuds

il oo el 5 of uge and o Alwlalf Jlaauwl oS b

Ex: This is a provocative, disturbing book. I

iaag o wliS lia (Jlie |

Ex: She has got long, dark, glossy hair. [
2% oS1s figbe yo b Lgad : Jlio

Try replacing the commas by and: [

:and delS, dluwlall Jlawiswt Job> |

This is a provocative and disturbing book. |

I

I

I

I

I

I

I

I

I

wl

The sense is unchanged, though the second example, at least,
is much clumsier without the commas.

093 &bl J&T - 8% Lo - S JUL o po @l Ll piel) Hay
) Juslol
Observe the difference in the next two examples:
AL JEL 8 Ml s ¥
Ex: She gave me an antique ivc;ry box.
2L oo Ly Lgaian istach aat:Jlie

This time there is no comma. It would be wrong to write

e S5 of Uadf g8 dlold asgy ¥ 5,10 0da

19
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*She gave me an antique, ivory box.

Why the difference? In these examples, a listing comma
cannot be used because there is no list: the word and
cannot possibly be inserted:

Slio gud ¥ oy dlwold plasaiawl oS ¥ JUL 1is gﬁ §a,Ladl Lo
and dolS diluof oS Xy Losyw oy sloil o dails

*She gave me an antique and ivory box.

The reason for the difference is that the modifiers this time
do not modify the same thing. In the first example, ivory
modifies box, but antique modifies ivory box, not just box.

o g il puds auas ¥ Bl ode dygonidl cilayall ol oo SIS o
uas antique delS o SJ Goaiall huas ivory delS Lizo il JUL
049 §gainall yudy ‘g_?l_i_" 99l

So the rules are clear:
:2\:...'4\9 A.Q\g.ﬁl\ QS\;

e Use a listing comma in a list wherever you could
conceivably use the word and (or or) instead. Do not
use a listing comma anywhere else.

o Put a listing comma before and or or only if this is
necessary to make your meaning clear.

or of and delS Lgud pasuin ol 5S¢ dadld b 3yl Alols pasil -
A oS gl b o asdl dliold pasians ¥ ALolidl oo Yas

Loty sl Jad Gygys lis oS 13] of of and b syl dluols gus -
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The Joining Comma
o | /tdaall Ahald

The joining comma is only slightly different from the listing
comma. It is used to join two complete sentences into a single
sentence, and it must be followed by a suitable connecting
word. The connecting words which can be used in this way
are and, or, but, while and yet. Here are some examples:

pasi sy ) dlolé ye ol JS Gy sl Gilell dlale
calac dolS, degiio 9aS5 of Siuisg Basly dlax b puiols prilas Jayyl
gorgand ;o day,ailaigy Lgalssiawl 5o all Cilaelf lalSy dowlin

1Alio¥) yney L Lasd yety whileg but

]
I
I
I
I
I
I
I
I
I
Ex: Norway has applied to join the EC, and Sweden is [
expected to do the same. I
gadl J2a5 o] g 891l g drsgye¥l deganall ulley gug,ill cuosds:Jlio i
sl yuds

I

I

I

I

I

I

I

I

I

ull

Ex: You must hand in your essay by Friday, or you will receive
a mark of zero.

o~ o A2y e Juasian Blg daadl pgy Jolow clllia @lass of iy Lo

Ex: Britain has long been isolated in Europe, but now
she is beginning to find allies.

Ly e Eondl 8 Tass 58T LgasT Lgyol o8 dlgiao Lillagy oy JLis

& Ex: He’s overweight and bald, yet he is incredibly
attractive.

Gy ¥ by Olicr 545 s gog alally piolf oy o il 4] 2le
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Ex: Tom is very extrovert and confident, while Katy’s
shy and quiet.

slag dlyns LS Lot I Gilgg Aalassl pgd i Jlie

Remember: Joining two complete sentences with a
comma is one of the commonest of all punctuation
errors, but one of the easiest to avoid if you pay a little
attention to what you're writing. Either you must follow the
comma with one of the connecting words listed above, or
you must replace the comma with a semicolon.
gy @ubyill wlode slas] 38T o dlolas el criles Jayy S35
4SS Lo codacl 3 ladd Lgul o< 3l slas¥ Jgud g o aaSd
Baylodf cida ol wlolS susls degiio dlolall o of Lotd oli¥l oo Mold
dlogdio aluslay Lgla s of odel

Note also that most other connecting words cannot be
preceded by a joining comma. For example, the connecting
wordshowever, therefore, hence, consequently, nevertheless
and thus cannot be used after a joining comma. Hence the
following examples are also wrong:
widac dlunlay o o oS ¥ 5,51 caliell lolS elazs of L] Ias¥
hence .(2UJiJg) therefore (2U35 go) however Jio wilolS JUAf Juorsn oo
thus (5 o e£Lg) nevertheless (JLilig) consequently (< 09)
AL ALo¥l glé @5 oy wbdac dluols szy Lgolasiwl (Se ¥ (1iSag)
raibls

*This is one possible solution to the problem, however,
there are others.

(6 Job> Il U5 gog LS Sial] S o i)
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*I knew a lot about the subject, nevertheless, her talk about it
was very interesting.

(pleziad fFiio olS aic Lgias> s gag foudall e ,uiSHl Lyl wuiS)
* We were unable to get the money, therefore, we decided to
cancel the project.

Ag9,ill slolf L) y8 cliddy JUUI Lo Jauad rhius <)

Sentences like these once again require, not a comma, but a
semicolon.

Alials yudy dlogaio dlwls ,J) g% 0igS Joo

The rule is again easy:
sAda s L) Lis Baclally

one of the words and, or, but, yet or while. Do not use a
joining comma in any other way.

and olelSHl gas] goydo e ol prilas> Juogt abell dlolé pasiiwl -
.while .yet .but ,or

6)—";' ddyybs ggl.'ga.b.cél.alﬁ Py X -

|
]
]
]
]
]
]
]
]
]
]
e Use ajoining comma to join two complete sentences with [
]
]
]
]
]
]
]
]
]
]
ol
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The Gapping Comma
) guinal | i

The gapping comma is very easy. We use a gapping
comma to show that one or more words have been left
out when the missing words would simply repeat the
words already used earlier in the same sentence. Here
is an example:

Lgdis 7 15T g Aol ol cpaid Lgoasuiad yomid Jis dlgaw bgidl dlals
(ells Ao Jlio oL Lowd dlod yuds 6 L5 Jud =y S5 Lgs¥

Ex: Some Norwegians wanted to base their national
language on the speech of the capital city; others, on the
speech of the rural countryside.

idowolell dLall pUS e diogdll @gied sliy oromgpill pas of,f Jlie

gl pALS Se Lagall (9,59
The gapping comma here shows that the words wanted to
base their national language, which might have been repeated,

have instead been omitted. This sentence is equivalent to a
longer sentence like this:

wanted to base their nationaldégisl wlelSH of LJf Lo yusiss bgidf dluols
RULIS 2?;.; Lgdis> 4,855 o uayall e LS ol language

Here is another example, which contains both listing
commas and gapping commas:

cigid Luslpg sl Jusled o S e gims Jlia ol Losd
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Ex: Italy is famous for her composers and musicians,
France, for her chefs and philosophers, and Poland, for her
mathematicians and logicians.

Lgii iy Lgili iy Lusiyby Lgrdssngog Lgedlhe byoguive Ll Jlie
3lailly duslylf b Lgilale, aitess

(Here I have inserted a listing comma before and for the sake of clarity.)
(zgedl Sl o and b syl dluols dilia| & Lis)

Gapping commas are not always strictly necessary: you can
leave them out if the sentence is perfectly clear without them:

divinly dlodl el 13 Lg S5 of LS ad L35 daj¥ oS5 ¥ Cagid Jualgsd
Lo AL goil Lo adel L 59 ST Lgigny Lals
Italyisfamousforher composersand musicians, France forher

chefs and philosophers, and Poland for her mathematicians
and logicians.

Use your judgment: if a sentence seems clear without gapping
commas, don’t use them; if you have doubts, put them in.
Lgen el 6 ELG5 cn € 13y Lgossiius Wb agid
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Bracketing Commas
i) ke ¥ | o g

Bracketing commas (also called isolating commas) do a
very different job from the other three types. These are
the most frequently used type of comma, and they cause
more problems than the other types put together. The

rule is this: a pair of bracketing commas is used to mark off
a weak interruption of the sentence, that is, an interruption
which does not disturb the smooth flow of the sentence.
Note that word ‘pair’: bracketing commas, in principle at
least, always occur in pairs, though sometimes one of them
is not written, as explained below. Look carefully at these
examples of bracketing commas:

381 M gle¥l e P> dalise dilyg Lg) decslyic¥l fuoleall
S ST S o 99 dslasial ;IS Juolgdll o goill 1igs
Juolgddl g5 plasuinl @iy (o Lis daclally dsaiza 5% lg¥l o
G935 glady ¥ il gl as¥l 1is dlodl glndil gunga jeoi) dyunlyic]
o0 Lgj pasuis Wil e Jaid Lis "zgy” delS plasuwl las¥ dled
290 90 Lo S dulill Alolall &S on ¥ Glsf aif o @20l Juolgall

rdnlyie¥l Juolgall A dlio¥) Jols obisl
Ex: These findings, we would suggest, cast doubt upon his
hypothesis.

anly1dl L Ll Py AL puis LeS milisl ais Lo
Ex: Ahmed, of course, went out before the house caught fire.

el L Joi 65 ol b s eIl et Lo
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Ex: Richard, it would seem, still feels a bit weak after the
operation.

Aulosll any ozl 1o £ peain JI5 ¥ e Lo e oylainty; 1 Jle

Ex: Her Article, published last month, evoked a lot of
controversy.

Jadl g, S o1 sl ygiudl b 3l Lgallas Lo
Ex: The man, like many other people, left the party early.
S by b Gl e et SO Jie dladl Jo W jole < Jlia

Ex: Rupert Brooke, who was killed in the war at the age of
28, was one of finest poets.

e B Jundl o oS TA I a8 iy df 58 JuB 3l g cipug) s JLig

Now notice something important: in every one of these
examples, the weak interruption set oft by bracketing commas
could, in principle, be removed from the sentence, and the
result would still be a complete sentence that made good
sense. Try this with some of the examples:

fomb ¥ ddylal ALia¥) gray b Lage b Lol of Loty X1
ol Aol dlas donill Sty pugdill Juolyd oo s of b
Ex: These findings cast doubt upon his hypothesis.

Ex: Ahmed of course went out before the house caught
fire.
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Ex: Rupert Brooke who was killed in the war at the age
of 28 was one of finest poets.

This is always the case with bracketing commas, and it
gives you a simple way of checking your punctuation. If
you have set off some words with a pair of bracketing
commas, and you find you can't remove those words
without destroying the sentence, you have done
something wrong. Here is an example of wrong use:

aShillab iy day b S aes ooy dusslie ¥ fuoleall golalh JL oo lia
00 Tor wlelSI pney fundy migd 36 g8 yill wloded clolasiil o
ol 090 wlalSV oia bis gbaiuws ¥ el ciasgg 048 duslyie¥l fuolgdll

13 s JLio oL Lawdy s 8 clas Leyd dladf Lo 35

*Yet, outside that door, lay a whole new world.

(JolS spax @lle sy oLl 1is 7l clis 209)

If you try to remove the words outside that door, the result
is *Yet lay a whole new world, which is not a sentence. The
problem here is that outside that door is not an interruption
atall: it’s an essential part of the sentence. So, the bracketing
commas shouldn't be there. Just get rid of them:

Yet lay a o daill 19S5 outside that doorolelSdl bis cgls 13
outside that door i o Lis 1< &g dle> ,ie5¥ ,illhole new world
SIS alad oo wbasl g3 Lgif FMIXT Lo unlyzef gio dilic oo
0953 Lgio palss hadb Lo anlgls ol iy ¥ deslyicX] Juolgall olé

(ALY gl e dlodd

Yet outside that door lay a whole new world.
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Here is another example:

*She groped for her cigarettes, and finding them, hastily lit one.
Ade s Baslg cole G Lgiasg Q" ey poloenandt Gl a Loasy coali agd)

This time, if you try to remove the words and finding them, the
result is *She groped for her cigarettes hastily lit one, which
is again not a sentence. The problem is that the interruption
in this sentence is only the sequence finding them; the word
and is not part of the interruption, but an essential part of the
sentence. So move the first comma:

o dnill 595 and finding them olelSIl is> cgls 13 8,1f ais 4
Ala> cowd Laygan 0iag She groped for her cigarettes hastily lit one
finding them aulisll Laié g dladloia b ulyieXl gidf of o 4l ST
Aled! o bl gy LgaST Al aeX¥T 8)Leell oo fep> cond and dolSy
i AL goidl Lo dlod povast g¥f dlalall Jai; @b LI
She groped for her cigarettes and, finding them, hastily lit one.
et LgilSo b dunl,ie¥l JLuolgdll e 5 el
Sometimes a weak interruption comes at the beginning
or at the end of its sentence. In such a case, one of
the two bracketing commas would logically fall at the
beginning or the end of the sentence, but we never write
a comma at the beginning or at the end of a sentence.
As a result, only one of the two bracketing commas is
written in this case:
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Jio by iladl Lilgs of dylss b nlyic¥l glasll b o Gl
¥ i<t dlgdl dilgs of by ,_q ;,QJ..aLa_n s> Tadas A oin
By dlinls ST doitiy dlos dilgi of dufay b dlusls 11 (S

413 0in PRI

Ex: All in all, I think we can say that we’ve done well.
S b JS Liled LSl Joas of LiSe asl adic] Lagac 1Jlin

R

'
(o))
I think we can say that we’ve done well, all in all.
When the weak interruption all in all comes at the beginning
of the sentence, it has only a following comma; when it
comes at the end, it has only a preceding comma. Compare
what happens when the interruption comes in the middle:
Basly dluoliy LEgio dladl dilay L3 allin all yuolyieXl glaall b Losic
oobb ok Basly dluoliy Ligass 09y dladl dilgs S by Lasicg Jads
gl 6 alyic¥) plaall il Losic G Lelia
I think we can say that, all in all, we’ve done well.

Now the interruption has two bracketing commas.
Regardless of where the interruption is placed, it could be
removed to give the perfectly good sentence I think we can
say that we’ve done well.

lis gy oS0 pe Haill jasy Glivslkel plilold ghdoll 55y ¥
AL Uiy Bad dlodl sllacX adis> @y of S unlyic¥] glaall

I think we can say that we’ve done well.
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Here are some further examples of weak interruptions
that come at the beginning or at the end.

]

I

I

% 4 I
i) b b il dushicd) glalalf eds ple ALY o aill b Lok :
Algadt of

At the beginning: '
ot 3 |

Ex: Having worked for years in Italy, Susan speaks excellent [
Italian. |
e S8y ddlasX) g St Ll 8 wlgisd glac a2y Jle
Ex: Unlike most nations, Britain has no written constitution. |
w298 et Liillayyy st ot Joodl edaeo puSe Hle i Jle ]

Ex: Although he is rich, he is unhappy. i
I

I

I

I

I

I

I

I

I

ul

e 8 4l ¥ il il e @Il 1 Jlie

Ex: The use of dictionaries is not allowed, which strike me
- as illogic.

b a¥ :g.i_&.ani iy 4y rgasud pul ).A;’ gl dll plasiial @ Jlia

Ex: The pronunciation of English is changing rapidly,
u we are told.

gyt e 1 E5L1 a5 ol Ly Lo
I
I
e oo e e oas a ome oae m e me oEm s Ew
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Once again, the words set off by a single bracketing

comma in these examples could be removed to leave a

good sentence. Check this for yourself.

Alio¥l 0is b dapho dpslyicl dlwlsy dgundll olol<I o <5
alawdiy els o oSh L dobw dlas Gyanl Lgdds @i of oS

There are a number of common words which typically
introduce weak interruptions containing complete
sentences. Among the commonest of these are although,
though, even though, because, since, after, before, if, when
and whenever. Weak interruptions introduced by these
words are usually rather long, and therefore they most
often come at the beginning or at the end of a sentence.
Some examples:
ahie ¥ ghaall dyfay 6 5l Lo L alf deSLiull il ol S o sac Hlia
although Legsds wlel<If aia yiST o yog 4lalS Ja> Ao soioy il
because .(y« @& L <) even though (4o <t,db) though (o L)
eblally (,i0 LolS) whenever (Loaic) when (I3)) if (se) after (p¥)
LI Lgils @5 rog ilighs 06-S5 Lo bale Lol SH aigs faus Sall duuntyieX)
ALOXT paey el Aled! dilgs of dyfay b 50 Lo
Ex: Although he had eaten an enormous breakfast, he
managed to eat a big lunch.

Jolis g0 oS6 adb dgsun jladf duvg JST ab oS aif jo el o Jlie
ByaS glal dig

Ex: After the train had left, Ahmed reached the station.
Akl sas) fuog yladll jsle Lossy 1 Jlo
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Ex: If T had enough time, I could manage to help her with her homework.
Lgarl £1s) 8 LgSaclus o ciSail LS by gt olS of ;Lo

Ex: The flight was delayed, because there were technical problems.

Agid Mo Il culS a¥ ludadl dlsy Ll 2 aal: Jlise
When you are checking your bracketing commas, make
sure that the words enclosed in commas really do make up

an interruption, and do not include an essential part of the
sentence.

o aﬁmgl qu.ISJI ul oo Sk Mi,.gm J.‘alg.a_” oo SLL P9-"-' Loaic

In many cases a weak interruption does not absolutely
require bracketing commas . Thus either of the following
is fine+

e Lonlyic¥l sty all Al suislyic®f ahadll pliog ¥ glos¥l oo yuiS 3
g ool ¥ oI et o ol oS @5 ooy (FILXS

Ex: Shortly before the war, he was living in Paris.

ooy b ey ol il ey oAl 5 Jlie

33



b . * L2 o *0

&
(o)

Shortly before the war he was living in Paris.

With or without the bracketing comma, this sentence

is perfectly clear. Sometimes, however, the bracketing

comma is absolutely essential to avoid misleading the
reader:

dledl oin Logossiu @ gl cmivaalyieXl prilwlall Liossiwt glosw
it ¥ il ¥ alolill 565 Glsd el gog ol JS by doanly

5lad gl sen inad g
*Just before unloading the trucks were fired upon.

(wlisLidh ple Ll §Uof 2 goyall Jo5 bybolio)

Here the reader naturally takes Just before unloading the
trucks as a single phrase, and is left floundering as a result.
A bracketing comma removes the difficulty:

5,L.2S Just before unloading the trucks glaall i5,lalf islow Eilals
gl fuis doslieXl folgally U5 sy bpdly yo iy @ Baslg

Ex: Just before unloading, the trucks were fired upon.

The best way to avoid problems of this sort is, of course,
to read what you've written. Remember, it is your job to
make your meaning clear to the reader. The reader should
not have to struggle to make sense of what you’ve written.

ALiS Lo 1,45 of oo gdally goill 13 o SRS cioal ddyybs Jun b

oS el Sy ¥ ki i) lal) Busly el S of cliaga of S
AaS Lo mga
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Here are the rules for using bracketing commas:
il 3% Jusleall plasissl acled b Laud
e Use a pair of bracketing commas to set off a weak
interruption which could be removed from the sentence

without destroying it.
o If the interruption comes at the beginning or the end of
" the sentence, use only one bracketing comma.
I

e Make sure the words set off are really an interruption.

I i o o) oS pistyicd pladio Juadd dunlyic ¥l Luolgdd] gj pasui -

I Lgims Sl 555 of p9s dledl 3o
I Basly dusslyiel dlalé s pasiwl dlodl dilgs of difay 6 alasll i 51 13 -
i Masb juislyich glada dilic o dlgunilf olelSIf o o a5l -

| Summary of Commas

I There are four types of comma: the listing comma, the joining

el gl ks

comma, the gapping comma and bracketing commas.

ilols abhell dlold oyl dlols :Juoleddl go glesl 4oyl lis
AalieXt fuolgall dgid

A listing comma can always be replaced by the word and or or:

o of and dalSy Lashs Lgdlaial @i of oS¢ 3yl dlialéy

Ex: She seems to live on rice, macaroni and potatoes.

owlolla g digySUg 55X e jhes Lgil gass 1 Lo
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Ex: Choose an article from the Guardian, the
Independent or the Times.

bl gf el of obsyld dduss oo dlldo yisf i lia

Ex: My grandfather is energetic, handsome and
cheerful.

08 gy dygadl 5 lo san Jlie
Ajoining comma must be followed by one of the connecting
words and, or, but, yet or while:
glorgland calasll slelS gasly dcguio calaslf Alold oS of iuizg
:while i yet of but

Ex: The report was due last week, but it hasn’t appeared yet.

sy pglhy o @i all) goan®l py 8l jaamy ol s LS
Ex: He gets fifty thousands pounds a year, while I get only
twenty!

e sl Loy dinsdl b i Al posas e Juasy o Jlo
tads Lall o ydec

A gapping comma indicates that you have decided not to
repeat some words which have already occurred in the
sentence:

Jally oS5 5B diveo ololS S5 pac oiyyd ad ebil gidl dluls o &3
rdledf 8
Ex: Jupiter is the largest planet and Pluto, the smallest.

65 gisly drwaddl icoed! SIS o SyS pST ga gl Jlie
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Bracketing commas always come in pairs, unless one of them
would come at the beginning or the end of the sentence,
and they always set off a weak interruption which could in
principle be removed from the sentence:

Aled! dilgs of dulay 8 Lolast ol @ Lo ol o8 S Ladls g aill Juoled
o0 adis pulu¥l 6 oS alael Leldo Juoleall ais Junds Lo Lailsg

rdledd
Ex: My father, who hated cricket, always refused to watch me play.

el Lly Saalive pady obS Lo Lahs oS, 0, oS il Al Lo

Ex: We have a slight problem, to be perfectly frank with you.
oo Lals Buys 0981 58 ddawuu Al Sg Lt Jlig
If you’re not sure about your commas, you can check them by
using these rules. Ask yourself these questions:
oia plasawly oSl o cli€e Juolgall clofasawl 6 clds «uf 13
AL Ale WX elauds Jawaclgall
1. Can the comma be replaced by and or or?
Sor ol and o dlslall Jlaciwl o< e fo )
2. Is it followed by one of the connecting words and,
or, but, yet or while?
Swhile ol yet of but of and alasll wlelS gaslidegiia o Jo.f

3. Does it represent the absence of repetition?

41,Sall pac Lgio agll Jo ¥
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4. Does it form one of a pair of commas setting off

an interruption which could be removed from the

sentence?

Ll e lado Muady osdllf Juolgall g o] JSibss o S £
Salodl e abi> 5S¢

If the answer to all these questions is 'no’, youhave done
something wrong. Try these questions on the following
example:

Uas cor5)l w7 o Aliaud oia Lle dyleX cuilS 13l

In sum, then:

- Use a listing comma in a list where and or or would be
possible instead.

- Use a joining comma before and, or, but, yet or while
followed by a complete sentence.

- Use a gapping comma to show that words have been
omitted instead of repeated.

- Use a pair of bracketing commas to set off a weak
interruption.

Hhasisls

o0 B OF of ANd Lgb pasuions of Sc Aol b apadl dLls pasil -
<L

ALolS dlany deguio while gl yet of but of or of and i calaslf dlusls pasiwl -
Lyl o ¥ Lgdiio & Lol S0 o leat cbgidl Aluals auszd -
el glado Juadl dyusfyie¥] Junlyalf pasid -
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The Colon
:O‘u‘ "io,‘

The colon (:) seems to bewilder many people, though
it’s really rather easy to use correctly, since it has only one
major use. But first please note the following: the colon is
never preceded by a white space; it is always followed by a
single white space in normal use, and it is never, never, never
followed by a hyphen or a dash.

]

I

I

I

I

I

STl oo 4l g0 @Il ges Lo e pulill oo pued SO ohha () plitazatt |l

daas 1oy Ly Lhasaiwl Lgd o) cos dovn ddyday Logolasil i
bale Lgas :dilune 1531 pliaaidl Guous ¥ ol Lo B o iy ¥ol S

deguio oS5 ¥ oy solell plasiiow¥l b dasly dblue dogio 0655 Lo ]

S50 1) ddo i I

The colon is used to indicate that what follows it is an |
explanation or elaboration of what precedes it. That is, having

introduced some topic in more general terms, you can use a [

colon and go on to explain that same topic in more specific I

terms:

I

I

I

ud

o prdgs dulie Losasy Al Lo of e A%l plidaaidl pasauss
ple JSin im0 ggungo gadly pods oLl iecilogdow U gy
bl ST Sy goumglh uds grngt] puibhdill pasiiwd @

:SLHA.A_".S
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More general: more specific
Wity 3543 38} :dioagac i
A colon is nearly always preceded by a complete
sentence; what follows the colon may or may not be
a complete sentence, and it may be a mere list or even
a single word. A colon is not normally followed by a
capital letter in British usage, though American usage
often prefers to use a capital. Here are some examples:
gribaaill aey Sl Led ALalS dlasy pricgaio plikadill 0S5 La Ll
> 9l 2w dails ayne 09 Loy ALeLS il gl dLolS dlas 9Sy o3
plasiaw¥l & S oo uicgaio glisS5 ¥ dole pliladilly Basly dolS
plascid Jndy Lo L2 ,Suya¥l plasaw®l of oo @el iy,
S 8, 3
Al Q¥ pasy L Loud
Ex: Egypt is facing a terrifying problem: rise in prices.
[Explains what the problem is.]
Slew¥) elas)lde dad Al hio anlyd juas Jlie
(LSSl doalae gungs)
Ex: The rule is clear: if you don’t have a plan, you will fail.
[Explains what the clear situation is. ]
i Ggad dbas clysd S5 @ 3] ety Baclall ;Lo
(sl dunlo pringy)
Ex: She was sure of one thing: she was not going to be a
housewife.
[Identifies the one thing she was sure of. ]
Jio dyy preas o Lgil iasly g b oo 8aSTie oolS saT:Jlis
(a0 8aSlio culs Sl gl 303
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Ex: Several friends have provided me with inspiration: Tim,
Ian and, above all, Larry.

[Identifies the friends in question. ]
$r¥ Laglidg oLy @3 tudnilly £loaun¥l o susell Lisgy 1 JLio
ARBVE I PIFIN (I

Ex: We found the place easily: your directions were perfect.
[Explains why we found it easily .]

with the specifics coming first and the general summary
afterward:

bty aey dolell 8,Kall S15 @F Aladdl 54 Juualasll S Loldy
Ex: Herbert Hoover, Truman, Bill Clinton: all were left-handed.

(il I9lS egrias 0oielS Juy ologs dos cipyes Jlie
Aadba IS8 sl o (Hgaasuiong)

While you're studying these examples, notice again that
the colon is never preceded by a white space and never
followed by anything except a single white space.

ol placus ¥ pudaasll of agas o Jas¥ Alio¥l 0is uyas Leiy

]

I

I

I

I

I

I

I

I

I

I

Very occasionally, the colon construction is turned round, [
I

I

I

I

I

I

I

~ |
Ablall 59wy £ i leis ¥g ddlue I
I

i
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You should not use a colon, or any other mark, at the
end of a heading which introduces a new section of a
document.

S lgisdl dulgs b sl dade s of adasidl pasuis ¥ oy
Ay of QLS (o sgar srd dosdd Jic
The colon has a few minor uses. First, when you cite
the name of a book which has both a title and a subtitle,
you should separate the two with a colon:
S iy aguinia Losie Xol urtaail] dygili wilalasiwl dac s
e a il (¥l g ekt of gy o8 olgicy SLal yigic af
Ex: I advise you to read Execution: The Discipline of
Getting Things Done.
¥ Lgo 5l M iy a ) i dinll QS cloungl 1 Jlio
You should do this even though no colon may appear on
the cover or the title page of the book itself.
B e puladill g pae Jlaisl oo @iyl G s Jods of e
s d Sl Glgic dodus
Third, the colon may be used in writing ratios:
il LS 3 glibaa il pasii o3
Ex: Among students of French, women outnumber men by
more than 4:1.

Vif le s sty sxall 5 o 0 sl Gyds sty dll M o Lk

In formal writing, however, it is usually preferable to write
out ratios in words:

el Sl i) S Jundy Lo bale duonsn) Il apls S 3 CLT5 gog

r
1
!
!
I
]
]
l
I
i
l
]
i
i
.

B
N



byl aiY] podacid bl diSe

Ex: Among students of French, women outnumber men by
more than four to one.

sty Al dwaf Lo sy duaty Joplf ebonill Gods orupsaiyall oMl g 2 JLia
Fourth, in American usage, a colon is used to separate the hours
from the minutes in giving a time of day: 2:10, 11:30 (A).
British English uses a full stop for this purpose: 2.10, 11.30.

s slebudl Juadl puladill plasuwl @iy ,Soo¥) plasawXl b Ley,
Aol S%) A3l Loy VNP T tagldl e oene gy HLesXT aie GSLaaTS
VT, w T it () Abadill plasiwl @i duiliag, )

Finally, the colon is used in formal letters and in citing
references to published work.

Joc gl 1S5 by dradl slbladl 8 pulaadll plasawl @iy M
9o
The Semicolon

o gl | bl
The semicolon (;) has only one major use. It is used to join
two complete sentences into a single written sentence when

all of the following conditions are met:
painus ,gd Jadd asly ) plasiawl Lgd () ddogaill dluolall
Iog, il d8LS 43133 Losic Basly dlay o puilelS puiles Loyl
ALl

(1) The two sentences are felt to be too closely related

to be separated by a full stop;

¥ oy Ly Loyl plibdro priled! ol jpad dlis 0o ()
£) cady dodey ity
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(2) There is no connecting word which would require a
comma, such as and or but;

but ol and Jio dlwls cllniy calae dolS Slia oSy ¥ (1)

(3) The special conditions requiring a colon are
absent.

ol a il plasiiwl cllats Iog, & yélg3 pac (1)
Here is a famous example:
g Jlio oL Lov
Ex: It was the best of times; it was the worst of times.
Lolgsnl o LS log¥! Junsdl o LS adl:Jlio
A semicolon can always, in principle, be replaced either by
a full stop (yielding two separate sentences) or by the word

and (possibly preceded by a joining comma). Thus Dickens
might have written:

L) aBgs dladiy Laf Lails dlogaill dlulall Jusinnd of oS pulu¥l &

dlolay Ao 3955 Ley) and delSy of (puiladin pulo> Il $35s
S i ol S @5 (g (eddac

Ex: It was the best of times. It was the worst of times.
(OR)

Ex: It was the best of times, and it was the worst of times.

The use of the semicolon suggests that the writer sees the
two smaller sentences as being more closely related than the
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average two consecutive sentences; preferring the semicolon
to and often gives a more vivid sense of the relation between
the two. But observe carefully: the semicolon must be both
preceded by a complete sentence and followed by a complete
sentence. Do not use the semicolon otherwise:
F2¥l priled! ol sy LS Gl ) i ddogaill dlslall plasuiwl
dlolall Jrndié puelinll poplell puled) po el S gllario
oiled! o d8ell digus ,3ST oo dawy Lo LILe and L dlogailf
dbgrius 99 ol Sy dbgaill dlalall o 1 Lasl of ey o<
9 Louwd dlogaill dlualall pasuiws ¥ .ALolS dlosny dcgiog 4LolS dloo
el M
*I don’t like him; not at all.
(SUXT e ] ¥ L)

*In 1991 the music world was shaken by a tragic event; the
death of Freddy Mercury.

(&5).15).3.0 gj*-’..)ﬁ lég téA.:_?-‘)J S gl 'Q-”.L il 144) ’aLc gé)
These two examples are wrong, since the semicolon does not
separate complete sentences.

Jodi Junds ¥ dbgaill dlolall of dos plibls G¥LU ylia
PAPYEE

If a suitable connecting word is used, then a joining

comma is required, rather than a semicolon:

dagliag S5 cilaelf dluals olé dowlio cilac dolS plasuiuwl 7 3]
dlagaill dluolall juaty

Ex: Women’s conversation is cooperative, while men’s is

competitive,
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oo pgis Jlo i disbons Lains ASLEN Lo pyas sl Lisbouo 1)Ll

Al

A semicolon would be impossible in the last example,

since the sequence after the comma is not a complete
sentence.

XY L S8 pflasi Xl Ao 5555 of 0S¢ dlogaill Aol all

ALolS dlas Jic¥ dlalall ciey sidl glaalf o) dors

Note, however, that certain connecting words do require
a preceding semicolon. Chief among these are however,
therefore, hence, thus, consequently, nevertheless and
meanwhile:
dbgaie dlwls ) plid bl clelS gl sl of Loy lie 2o
(clidg)therefore (U3 gag) however Jouis wilelSUl oisg Lgaiws
(ely 5o @ ,ilig) nevertheless .( JLJLg) consequently (< 5w9) hence
) (s yguat -9) meanwhile
Ex: Saturn was long thought to be the only ringed planet;
however, this is now known not to be the case.
L5 zog ylao at il ausgll LuSeSH oo f>) ol ssludt slaze XS Jbs: Jlio
O8N I aule Lo 1is ud
Ex: I spent most of the money in the first week; consequently
I had very little to eat by the end of the holiday.

ST 503 5 S @ ALy - Jo¥T ol 8 U elreo caasf aal: Jlio
BL>X1 dylgs Jolow alS¥

Observe that in these examples the sequence after the
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semicolon does constitute a complete sentence. And note
particularly that the word however must be separated by
a semicolon (or a full stop) from a preceding complete
sentence; this is a very common mistake.
ALolS dlo> Jig X dlagaill dluslall aey pulusll pullilf puis L6 asl Jas¥
dlngi) of dlagdis dluoly Lglad @y ol 2ty however dalS of Loy bs¥
i il Las fimg dlgale daylaw dLolS dlas o (cidys
There is one special circumstance in which a semicolon
may be used to separate sequences which are not complete
sentences. This occurs when a sentence has become so long
and so full of commas that the reader can hardly be expected
to follow it without some special marking. In this case, we
sometimes find semicolons used instead of commas to mark
the most important breaks in the sentence: such semicolons
are effectively being used to mark places where the reader can
pause to catch his breath. Consider the following example:

o2l Juas) ddogaill dlolall awd pasians ol oS yols axly by s
dilag Iy dlgb dledl ruad Losie 59y i puilolS puiles oMic ¥
o el @By 090 Lgd (5,1 dilie 289 a2l Jualeadly
Losledl Juolgall o ¥ay dassuiae dbgaill fuolgall sd A oda
dbgaill Juolesll ois dlodl & dagll abill guslgs juredd
t5Lalf Laaie adeny of 5S¢ o SLal jurost dufledy Lgolasuiwl @iy
ALY JE ol aswlasi agel

Ex: In Somalia, where the civil war still rages, western
aid workers, in spite of efforts made, are unable
to operate, and the people, starving, terrified and
desperate, are flooding into neighbouring Ethiopia.
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olaebull Jloe dula¥ o3 Joris ol X co> Jloguall 62l
ol pubidly Jadl e yeiale dgindl 298 o @l ARl
By9L8 Luagdf A goiin pulig £56 0 gmdeamig Log 99

This sentence is perfectly punctuated, but the number
of commas is somewhat alarming. In such a case, the
comma marking the major break in the sentence may
be replaced by a semicolon:

Juolgadl sae 58T o JSiu Lgad @byl lodle plasuinl Fdladfoin
o0 gl 5 et Sl Alaladl A i b Lo o> | meio Lgn
e dlodl oSl dlagdia dlalay Jariws of S« dledf gl glias)

AL gl

In Somalia, where the civil war still rages, western aid
workers, in spite of frantic efforts, are unable to operate; and
the people, starving, terrified and desperate, are flooding
into neighbouring Ethiopia.

orile> rreaidd dlodl déliw bolel Jsl Qi g 1id o Juad¥l I
‘g e iliadio

In Somalia, where the civil war still rages, western aid
workers, in spite of frantic efforts, are unable to operate.
Meanwhile the people, starving, terrified and desperate, are
flooding into neighbouring Ethiopia.

In any case, don’t get into the habit of using a semicolon
(or anything else) merely to mark a breathing space. Your
reader will be perfectly capable of doing his own breathing,
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providing your sentence is well punctuated; punctuation is
an aid to understanding, not to respiration.

33 (3T s b o o) dbgaill dlalall phasawl ;6 LS ¥ Al & Lo
o e e Sy jols (5)lalls asmladl avd is)lall hadily olSo juué
@ ad clilas 35S ol oy puasidl ol o Cader)l gunlge dusdid 3o
gl Al @udyill clodasd s JS i Lgad @udyill wlode plasuiwd

oseail) oty

Summary of colons and semicolons:
radag il Juslgaly daslell buslgal yosla
e Useacolon to separate a general statement from following

specifics.
¢ Use a semicolon to connect two complete sentences not
joined by and, or, but, yet or while.
Lgloolas e daole dlos Juadl dpledl dlolidl paswf -
of .and o edaye Lo (els puiles dayyd dbogaill dlwolall pasuiwl -
.while i .yet oI .but 4 .or

The Apostrophe
() wdad | bt

The apostrophe (') is the most troublesome punctuation
mark in English, and perhaps also the least useful. No
other punctuation mark causes so much bewilderment,
or is so often misused. On the one hand, shops offer
*pizza's, *video's, *greeting's cards and *ladie’s clothing;
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on the other, they offer *childrens shoes and *artists
supplies. The confusion about apostrophes is so great, in
comparison with the small amount of useful work they
perform, that many distinguished writers and linguists
have argued that the best way of eliminating the confusion
would be to get rid of this troublesome squiggle altogether
and never use it at all.

0855 Lejy Al dsll @udys wlode ol Lo () Llell dlolall
ol ILS)¥T 50 S ol id 5551 (@udyd dode sl s ¥y 8506 Lg L]
*pizza’s, yo,es W) o3 dg> g Leledl Aloladl Jio plasuow¥ cow
RP=JE ] 5,5‘! dg> (9 video’s, *greeting’s cards, *ladie’s clothing
dliolall coay Sasg o301 JLS,X1g #childrens shoes +artists supplies
RUNLE 0 - SS JPUR T JPEU N Y DT JRE) ST SN S WP
SIS, X 1ia o palsall ddy,be Juadl o fee sl guiall g2y SLi&IH o

Lalla g Lgolasiwl pacy Lols A1 dlalall oia dll) o

They are probably right, but unfortunately the apostrophe
has not been abolished yet, and it is a blunt fact that the
incorrect use of apostrophes will make your writing look
illiterate more quickly than almost any other kind of
mistake.

iy o Llell dlolall ols Badl gound 5SI Glgun e s¥5a of 7 ¥l
dlolel] rooadl jut plascw¥l of desadl 33La31 oy s Lgia palsll
£las¥1 0 ;5T 295 6l g0 iS5 ol duol g Sl iS Jo B agaw Lila )
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Contractions
pls oy

The apostrophe is used in writing contractions, that is,
shortened forms of words from which one or more letters
have been omitted. In standard English, this generally
happens only with a small number of conventional items,
mostly involving verbs. Here are some of the commonest
examples, with their uncontracted equivalents:

[ |

|

|

|

|

|

|

|

Lol <1 3panif goalf gl sples¥l Al L Lgolasiwl i Lol dlotat |

o a.\_»..tl.‘m ,_,_.a:a_n 34“?.31_»;;; Azl uﬁg Lgio ,iST ol > ais ,...n i
LS 6 LEguss dlioX 38T Ly Laud Hlodl aunts Sl goall go cule¥l

alalSHlg syt puiealt |

it’s |

itis or it has |

we’ll i

|

|

|

|

|

|

|

|

all

we will or we shall

they’'ve
they have
can’t
can not
he'd
he would or he had

aren’t

are not
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she’d’ve

she would have
won't
will not
Note in each case that the apostrophe appears precisely
in the position of the omitted letters: we write can’t, not
*ca'nt, and aren’t, not *are’nt. Note also that the irregular
contraction won’t takes its apostrophe between the n and
the t, just like all other contractions involving not. And note
also that she’d’ve has two apostrophes, because material has
been omitted from two positions.
g d] 8y s ¥ IS0 b 1aD ;g et Lol Alalall i Al JS 6 LasX
L.Z.J lasX are'nt * judg aren't oSGy ca'ntr juudy cant oSS i
gl s Jio Lol tg N o Lile dliolé isly won't Jie sLaidl alesXl of
al¥ glisgle olilols Lgs she'dve of cUIAS Jas¥ not jouats ol plésXl
orsnge b il
It is not wrong to use such contractions in formal writing,
but you should use them sparingly, since they tend to make
your writing appear less than fully formal. Since I'm trying
to make this document seem chatty rather than intimidating,
I’'ve been using a few contractions here and there, though
not as many as I might have used. But I advise you not to
use the more colloquial contractions like she’d’ve in your
formal writing: these things, while perfectly normal in
speech, are a little too informal for careful writing.
O gy 05T el LK b alesX] pasiiun of Uadl o el
oy 80 403 LSS Jwon Lo LILE ] oa vanid Bl i sl
cliyliS b she'dve Jio dyole 38K ples¥f pasiiins ¥ Lis dspailly
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095 Lgils oM > 6 Lolé dum il g o> 8 el 0dgd dpas)
el S b 13 dia, SO
Such contractions represent the most useful job the
apostrophe does for us, since, without it, we would have no
way of expressing in writing the difference between she’ll and
shell, he’ll and hell, can’t and cant, I’ll and ill, we’re and were,
she’d and shed, we’ll and well, and perhaps a few others.
S Lilaf o Llel) Alalall Lgy pods ,ill plgll 2ST Jie alés¥l lia Jia
shelly she'll pu G)Ladl e LS pesll Ay b sl ooy ¥ 8 Lgigsy af
wellg we'lly shedg she'dg .wereg we'reg .illg I'lly .cantg t'cang .hellg he'llg
(51 ALl wilalS Loy
A few words which were contractions long ago are still
conventionally written with apostrophes, even though the
longer forms have more or less dropped out of use. There are
so few of these that you can easily learn them all. Here are the
commonest ones, with their original longer forms:
dlalallilgnlis e Jh¥g Jrglo wudg ioples) oo dilic iesdlilo mlolS
0isg el o Lgbliw 758 Jobo¥l goall of oo @iyl yi> Lilsll
A Lo Loior Lgoless of dloguuy gulaiuwg dusy 11y dlils ololSH
Jebo¥l A la¥l Lgie o (Lo wilalSH ois ,iS]
o’clock
of the clock
Hallowe'en
Halloweven
fo'c's'le
forecastle
cat-o'-nine-tails
cat-of-nine-tails
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ne'er-do-well
never-do-well

will-o'-the-wisp

will-of-the-wisp

pasias ¥ Ll Al af)lais¥ly alésXl g jud ol b lis
Llell dlolod Lgso

gym

gymnasium (pg;ilesd1)
ad

advertisement (;)c/)
pro

professional (s,i5s)
deli

delicatessen (dlell doeb¥ g J>o)
hippo
hippopotamus (gt juys)
tec
detective (yuton)
flu
influenza (I;59La3%1)
phone
telephone (. asls )
copter

helicopter (,isS.la)

cello
violoncello ( Josuiglgrall)
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gator

alligator (LS, of rlus)
quake

earthquake (J1;;)

Important note: Contractions must also be carefully
distinguished from abbreviations. Abbreviations are things
like Mr for Mister, Ib. for pound(s), bc for before Christ and
e.g. for for example.

50 f s g0 Lats¥E Jlats¥lg ales¥l o §ras of Sy tdels digslo
5 (b, si2s) Pound J jLazst Ib (amdl sf) Mister J jLassf Mr. fou8
sLc) for example J Laisle.g. g (a3df L8) before Christ J ,Lwazsf be

(JL s

Finally, there are a few circumstances in which apostrophes
are used to represent the omission of some material in cases

which are not exactly contractions. First, certain surnames
of non-English origin are written with apostrophes: O’Leary

(Irish), d’Abbadie (French), D’Angelo (Italian), M’Tavish
(Scots Gaelic). These are not really contractions because
there is no alternative way of writing them.

Lkl dlolall plasuiwl Lgad iy 0l Bgydadl oo Juld Glia :f5sl
sy ¥gl el Lalesf J17 % S8l b et g b ] 3L
O'Leary Jio Lile Juolgdy LgiliS @iy il S¥1 ol Juo ¥ il olaf¥s
o 0dgd (AL XTN) D'Angelo (daws,4ll) d'abbadie (dyaid,s¥1)

LS Al ddyyb s g a¥ lales) dayadl 6

Second,apostrophesaresometimesusedinrepresenting
words in non standard forms of English: thus the Scots
poet Robert Burns writes gi’ for give and a’ for all. You
are hardly likely to need this device except when you are
quoting from such work.
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sk b olalS ) 6L Lilell Juolgdll plasiul iy Glesi (50
Jio TS WX glye Sl 5l6 @5 (09 (poaall Al 4X1 Ao onlf
dals S0 0955 Lol all gy 'ag QiVe H9auy 'Ol §9iS i <)
oIl 130 o GulaB¥L ayb pgds Loaic XI dliwgll oin plasiwy

Third, a year is occasionally written in an abbreviated
form with an apostrophe: Pio Baroja was a distinctive
member of the generation of ‘98. This is only normal in
certainsetexpressions; inmy example, the phrase generation
of ‘98 is an accepted label for a certain group of Spanish
writers, and it would not be normal to write *generation of
1898. Except for such conventional phrases, however, you
should always write out years in full when you are writing
formally: do not write something like *the 3945 war, but
write instead the 19391945 war.

Pio Lile dlinlay dynid dspnll 4 aS5 (diw gl) year dolS :Lilli
L>g,L0 9w) .Baroja was a distinctive member of the generation of '4A
dcgans b add ,ends ol 1ing (VAA ple Juz b frue lgunc olS
4L (V3484 L) generation of ‘44 3)Lie Lo 48 ool peill o diieo
kol 0 595 ¥ Leyg ol LLSIl 0 dive o degod Jordo capiuas
iy g LAT e Lee )l cLiitaly U3 gag .+ generation of VARA (iS5 of
iS5 ¥ gy Byguns iS5 Loaic ALolS diun iyl Ladls iS5 o
-1AF4 L) 14T 20 war wxST Sy £0 warthe T4+ L8 4o L:_m

(1450
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Unusual plurals
obiad| w2

As a general rule, we never use an apostrophe in writing plural
forms. (A plural form is one that denotes more than one of
something.) Hence the things that those shops are selling are
pizzas, videos, fine wines, cream teas and mountain bikes. It
is absolutely wrong to write *pizza's, *video's, *fine wine's,

I *cream tea's and *mountain bike's if you merely want to talk

I about more than one pizza or video or whatever. The same
goes even when you want to pluralize a proper name:

]
dtpng) godl ro LS L6 Lle dlold 1G] pasauws ¥ dole baclas

I Aloa¥i oo o oy (omo £ (0 sy (00 55ST 3929 e Ju3 201 o podd |

mountaing cream teas fine wines .videos pizzas ;o e Lgees ! [
pizza, *video's, sfine wine’s, *cream tea’s, <5 ;f Lolé Uadf ;0q .bikes

I oaots gunid of Bty i o 58T e daams i auys elf 5,4 *mountain bike's ||

i Lale Lol go® ol sy Losic s gulaty g, G gty U3 ) Lo of I

Ex: She’s trying to keep up with the Joneses. I

D9 Alile b of Jol3 o 1 Jlia

Ex: There are four Steves and three Julies in my class. I

o> :

ull

Do not write things like *Jones's, *Steve's, *Julie's if
you are merely talking about more than one person or

thing with that name.
oy ebl 5,4 +Jones'ss, Steve's*, Julie's Juud oo slodd oS5 ¥
(¥ 138 Jas pasuid g ;28T e doad
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In British usage, we do not use an apostrophe in
pluralizing dates:

He L ralp P ES UJ Lledl dlolall pasiis ¥ u;Lh;_)..Ji plasiaX] uﬁ

Ex: This research was carried out in the 1970s.

CTTETPINN (I YOR [0SO 2y E9Y

American usage, however, does put an apostrophe here:

s Llel Alolall gungs Sy a¥l plasuiowX L6 ol gog

(A) This research was carried out in the 1970.

You should not adopt this practice unless you are specifically
writing for an American audience.

W S JPPE N FOTC IR E S JERT S LD LT Y PU S F O
In writing the plurals of numbers, usage varies. Both of the
following may be encountered:
oL L o ] sy adh plasuiawXf calisy olé ¥ go> &l sic
Ex: If you’re sending mail to the Continent, it’s advisable to

use continental 1s and 7s in the address.

(OR)

Ex: If you're sending mail to the Continent, it's advisable to
use continental 1's and 7's in the address.

Here, the first form is admittedly a little hard on the eye, and
the apostrophes may make your sentence clearer. In most

1
!
!
I
]
]
l
I
i
l
]
i
i
.

(%]
oo



byl aiY] podacid pudbl diSe

cases, though, you can avoid the problem entirely simply by

writing out the numerals:

S of o Se Lilall Aluolatly peedf le Mokd vusicl 5955 Jg¥l ddpalf Lia

ayne Lgioy LS Gl il LS ool elaeo b wlls pog Zugl clilos
) L6y > pl8)¥1 AliS

If you’re sending mail to the Continent, it’s advisable to use

continental ones and sevens in the address.

An apostrophe is indispensable, however, in the rare case in
which you need to pluralize a letter of the alphabet or some
other unusual form which would become unrecognizable
with a plural ending stuck on it:

hgydf po by ga> Al rlisn Losic Lgie ib ¥ Llell dlolall s cls g
il padlylgule yeal) @ ¥ S p baling i p3) ddian of dpan¥

Ex: Mind your p’s and gs.
q'sy P's A 4wt : Jlio

Ex: How many s's are there in Mississippi?

§ o Aol b sudysf sae @S 1 Jlio
Ex: It is very bad style to spatter e.g.'s and i.e.'s through
your writing in this way.

ill i le ST L8 ie'sy e.g/s 1 of 1l e ol 1 Jlie

Without the apostrophes, these would be unreadable.
So, when you have to pluralize an orthographically
unusual form, use an apostrophe if it seems to be
essential for clarity, but don't use one if the written
form is perfectly clear without it.
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o chile peasy Losic @5 o9 1 ¥ oS 038 LiLadl Juslgdd! 99
LS 5] Lele 3l GLolalf pasiawl L5Ma] Boliee pd dipud gos podd
LS 3] Lgoasitawnd ¥ 5T rgungll 3283 Jof po Lrwband gauy lin

Lgigss Loz dounly i€l ddpnl

Possessives

S| e

An apostrophe is used in a possessive form, like Esther's
family or Janet's cigarettes, and this is the use of the
apostrophe which causes most of the trouble. The basic rule
is simple enough: a possessive form is spelled with s at the
end. Hence:
Janet's gl Tom's family Jio 4eSU do i L& pasiis Llelf dlwlall
elilf @lae o oy gl Llell dlualall plasuiwl g0 Iiag cigarettes
dilgs 4 8 ddlaly oS5 L SUI dsiw tdbaian deslu¥) Baclally

(03 dli ol cyoq AalSHI
Lisa's essay

fud ddlio
England’s navy
FITIRRNN
my brother's arm
g_‘;! glyd

Wittgenstein's last book
b oniigd s ¥ LSl
children’s shoes
Jlale¥f duis
women's clothing
shansdl yudla

r—----—----—--
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the aircraft's black box
B).‘nUa.U .vga.usﬂ 59.\....4."
somebody's umbrella

LQ - S - I I¢

a week's work
n This rule applies in most cases even with a name ending in s:
| 18 oy iy s3I ¥l go i ol ¥l Gl 8 sudais baclall ois
| Thomas'sjob

ovlogs daylag

| the bus’s arrival
| aloldf Joag

James's fiancée
I
| Steve Davis's victory
I w.:ﬁb R )an.\“."‘

There are three types of exception. First, a plural noun which
I already ends in s takes only a following apostrophe:

&

s les ,gun il gadf ew¥l sl sliinw¥l o glodl A lia
oany dlind Indé gungs

students’ books
Ml cas

my parents' wedding
sty LiLs;

both players’ injuries
o MWIAS bl

]
|
|
|
I
I
I
I
|
|
|
I
I
I
I
I
|
|
|
|
I

wl
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the Klingons’ attack

FgnidlS pgns

the ladies’ room
Sl l ddy 2

two weeks’ work
otegoml Joo

This is reasonable. We don’t pronounce these words
with two esses, and so we don’t write two esses: nobody
says *the girls's excitement. But note that plurals that don’t
end in s take the ordinary form: see the cases of children and
women above.

¥ yid @ 509 S iy Lol oia Glaii ¥ i alais yol lis
b5 o i S pedl fews of sl of dlde 5T s by ca s
oMl womeng children ,iqlS 20 JIdI oS dnlelf d2nll

Second, a name ending in s takes only an apostrophe if the
possessive form is not pronounced with an extra s. Hence:

AUl dd s cilS 15 Lle dlolé 3 d isl s o gty sill @a¥l :(5l5
Socrates’ philosophy

Dol daaald
Saint Saens' music

U].YSSCS,S Companions

el g ddl0
Shakespeare's plays
oS Sl s
L---_—--__--_-J
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The final class of exceptions is pronouns. Note the following:
(ol Lo Bas¥ Jilanndl oo Slelils WX o 8ys ¥l degas)

Ex: He lost his book.
i€ aadaal: Jlie
Ex: Which seats are ours?
$Laclao sclalf g
Ex: The bull lowered its head.
anwly el paas
Ex: Whose are these spectacles?
Sl Uaslf oia ol

Note in particular the spelling of possessive its. This word
never takes an apostrophe:

AT Lbe dlols 355 ¥ dol<If oing .4 Slqllits dings jals J< i bas¥

*The bull lowered it's head.

This is wrong, wrong, wrong, but it is one of the commonest
of all punctuation errors. I have even met teachers of English
who get this wrong. It’s will cause many readers to turn up
their noses at you. The mistake is very conspicuous,
but fortunately it’s also easy to fix. (There is an English
word spelled it’s, of course, but this is not a possessive:
it’s the contracted form of it is or of it has. And there is
no English word spelled *its), this is another common
error for its.)

i g @byl cilode slas) ,3ST o aiST o Las Jia
asl Lo A SUT jroun &ulsS ol L6 pottas dypu X 43 1 ,also
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oS s pisly Uadl fis gosbiwy £1,a0 o ,iSI JoB (g it's
it's LolS ol Jasdl of clile o3)) adarin Lyl Jgaadl o Jadl oud
its’ delS Jlio judg it hasg is it jlais! oy duSlo o o]
(its delST 57 giliks Uns 1iag
The same goes for possessive whose: this cannot be
spelled as *who’s, though again there is a word who’s, a
contraction of who is or of who has, as in Who's your friend?
or Who's got a corkscrew?
— aiings (Sc ¥ lia :whose S o e Gulaly gl juds
who of Who is 4ol Lass ;09 Who's dolS cIlis ol o @l,lLy Who's*
who’s got a can opener? 93 who’s your friend? ,A LeS .has
Note, however, that the indefinite pronoun one forms an
ordinary possessive ones, as in One must choose one’s words
carefully.
o LaS one's dpsle &.S1o J< i One 3, Sl pran of Jass of clule ell3 2og
One must choose one’s words carefully.
Agliny aoMS sy ol 3pall Sle o
There is a further point about writing possessives: when
you add an apostrophe-s or an apostrophe alone to form
a possessive, the thing that comes before the apostrophe
must be a real English word, and it must also be the right
English word. Thus, for example, something like *ladie’s
shoes is impossible, because there is no such word as *ladie.
Moreover, a department in a shoeshop could not be called
*lady’s shoes, because what the shop is selling is shoes for
ladies, and not *shoes for lady, which is meaningless. The

correct form is ladies’ shoes. (Compare that lady’s shoes,
which is fine.)
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degio Lle dlold capans Losic ail g :dnSUIL 3less 5050 ddads ol
Lledl Aloladl b Sl sl £ mbdt S o il Jadd Aol of 5
Ao Al §1 Aol S 95 ol Giaing dudid > dipul § Aol S 59 of i
Bodleg .ladier dolS cIlia yud 43¥ ladie’s shoes* 5)luc 5955 lIid JliaS,
o¥ lady's shoes* aily &yisl Jos 6 @ud e gliai ol <o ¥ clls Lo
e ¥ His o)t Baaad Bis] puidy sl ol oo dodst g S
Jladies’ shoes ;& dovrunll d2pally aJ
Finally, while we’re discussing clothing departments, observe
that there is at least one irritating exception: though we write
men’s clothing, as usual, we write menswear as a single word,
with no apostrophe. By historical accident, this has come to
be regarded as a single word in English. But just this one: we
do not write *womenswear or *childrenswear. Sorry.
sl J8¥1 Lo Jla of Bs¥ Ml pladl pe Lias aic sy
oS sling 9o LS (Jladl puwde) men's clothingeaSs Ll oo @yl
o0 Basly dolS aey ool 18g Lle dlnls (92 Baslg ielSS menswear
) childrenswear- o womenswears x5 ¥ L] PHWES{PEIL]

The Hyphen
B il
The hyphen (-) has several related uses; in every case,
it is used to show that what it is attached to does not
make up a complete word by itself. The hyphen must
never be used with white spaces at both ends, though
in some uses it may have a white space at one end.
pasiaws dll> JS 6 il ol basae lolasiwl L] () dloy sl
ass ¥ g ailiy ALolS dolS J<Eu ¥ galo o Lo of oled
clolasaw¥l jaes b ail o @Il dbluo Lassyg dloy Gl Jud
Adlaro Lgled of Lassy 56 ol e
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Most obviously, a hyphen is used to indicate that a long

word has been broken off at the end of a line:

dligls dalS Gl e AI¥al) pasiians do bl i oo Lalé slod! o¥f
ol dilgs 4 Lgassnds

Ex: We were dismayed at having to listen to these

utterly inconse-

quential remarks.

BAL dabaill 12 oladesl ois Liegww Loaie bl Lye b a4 Jlio
You should avoid such word splitting whenever possible. If
itisunavoidable, try to split the word into two roughly equal
parts, and make sure you split it at an obvious boundary.
Do not write things like
of Jolo> aio 3y %1 (LS I3y LS 0¥ jady Aol I plo sy it of iy
LS S Loyl s <l o0 3 STig L0045 elilota oy ] dalSIF yda s

cawlil

e o sledl Cass ¥
*incons-
equential
*inconseque-
ntial
*inconsequent-
ial
The first two of these are not broken at syllable boundaries,
while the third is broken into two very unequal pieces. If
you are in doubt as to where a word can be split, consult
a dictionary. Many good dictionaries mark syllable
boundaries to show you where words can be hyphenated.
Some publishers even bring out hyphenation dictionaries
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containing no other information. Best of all, many word
processors will perform hyphenation automatically, and you
won't have to worry about it. In any case, note that a hyphen
in such a case must be written at the end of its line, and not at
the beginning of the following line.
ot oo A drelaall guaflf aic Loayla & @3y @f odel Gldg¥) liol<l
iy b oS By Lol b0 pud el ) Layla b o) AL Aol S
0 S pugolll gty o LiSc diveo dolS o auh pgds gilf gunglly
o il and gaas of 5 Se gl LS el o glolall jud basd! purofgall
claglea Ao g9ad ¥ dbyiudl gung duols- puraled gy ipilidl Gy o
of iy dlld ads Jia 6 dloy Sl ol s ol ety Jlgs¥1 S Lo g5
(L Aol sy S8 gty plasuldl pudsi dulgs 6 oSS
The hyphen is also used in writing compound words which,
without the hyphen, would be ambiguous, hard to read or
overlylong. There is room for individual taste and judgement;
nevertheless, certain principles may be identified. These are:
095 a8 Ay sial gy il &S, U el I AES 6 Lol pasiians dlap ol
Sy go,al Godill o> Lis dylall dligls 19S5 ol LgilyB conunyg dunols
FPYIRCITG-1 [NCETIEIE Sp C R I SETRCILF DYSTIRNEARS |

(1) Above all, strive for clarity;
Tl Gadid zanl Jio JS Ju8 ()
(2) Don't use a hyphen unless it's necessary;
Bygrs i 5 ol Lo Aoy pasiaws ¥ (7
(3) Where possible, follow established usage.
syl plasiaw¥l gl GSe olS Lobus (¥
On this last point, consult a good dictionary; Collins
or Longman is recommended.

Sl of G pladed of 5o S Jio diin Lisgald gl dpus¥l dadill ois 4
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Should you write land owners, land-owners or
landowners? All are possible, and you should follow
your judgement, but I prefer the third, since it seems
unambiguous and easy to read, since it avoids the use of
a hyphen and since this form is confirmed by Longman
and Collins as the usual one.

$( ¥ I3a) landowners giland-owners i land owners iS5 Jo

S AULY dbpall Jundl ST oS> g ol phaing HSe lia JS

dboydudt plasuiwf L Lgs] o ilgield Jgmg dunole jl gl Lyl

Lo, Lzl 3udg Sg oloded Jud po Lgale so ST iy ddenll ods of Sy
Balindl dznaldl o

What about electro-magnetic versus electromagnetic? Collins
and Longman confirm that only the second is in use among
those who use the term regularly, but again Oxford clings
stubbornly to the antiquated and pointless hyphen.

U2r8S wublizo) electromagnetic Jilia electro-magnetic < lilo
ool %58 o dossadl o dadd Aol of glefely HudeS SShy
Gl 0y9amST yugold ST slize JSiby plbiall ggossuiu

Lgd o ¥ dbyd Sle dygadf atdn b pllaally

The hyphen is regularly used in writing so-called “double-
barrelled” names: José-Maria Olazédbal, Jean-Paul Gaultier,
Claude Lévi-Strauss, Philip Johnson-Laird. However, some
individuals with such names prefer to omit the hyphen: Jean
Paul Sartre, Hillary Rodham Clinton. You should always
respect the usage of the owner of the name.

José- S alilell slowl ALS & slieg Sy pasiiues dboy il
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Maria Olazabal, Jean-Paul Gaultier, Claude Lévi-Strauss, Philip
oobindy slasw¥l ol gelasy uidl o, 8%1 jaey clI5 20 ..Johnson-Laird
J! Losts g%y .Jean Paul Sartre, Hillary Rodham Clinton rdbo il i

.‘q_n.uX| .TQL.a PL\.&..L;.\J ’A).&

Now here is something important: it is usually essential to
hyphenate compound modifiers. Compare the following:

Sl alf Al b dbap i pang @i of Bale gyamall 5o oS (e £ Lis
ol Lo oyl .S, dog i
Ex: She gave him a good-night kiss.
el I ghagdl dlid Lgal cudnel 421 Jlie
The hyphen in the second example is necessary to show
that good-night is a single compound modifier. Without the
hyphen, the reader might easily be misled:
(S50 asly Soni ardo gOOd-night of oled dujgyus AL JUEL 6 Ayl
g gy 15, LAl sy of 5Se dloylf g
Here are some further examples:
1Alie¥l o agpdf el
Ex: Her dress is light green.
She’s wearing a light-green dress.
Lole s Gliss gy o s Jlio
Ex: This suit is worth one thousand pounds. )
This is a thousand-pound suit.
PRISW G Aoy eda o Jlis

Ex: This essay is well thought out.
This is a well-thought-out essay.

%}J&&JL&#M‘?&JL&ODMJB—Q
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Her son is ten years old.
She has a ten-year-old son.

placl 8,die ayae ol Lgaad - JLio
Use hyphens liberally in such compound modifiers; they
are often vital to comprehension: a light-green dress is not

necessarily a light green dress; our first-class discussion is quite
different from our first class discussion; a rusty nail cutter is

hardly the same as a rusty nail-cutter; a woman-hating religion is
utterly different from a woman hating religion!
Lo LI 13gd sduS,ll ygouill Shaydll ods Jio b dboysisdl pasiiuw
a %o guds bygmadl ued a light-green dress :ogall I.zg,..a 0952
our first class ;»c —alisg our first-class discussiong :light green dress
dliag .a rusty nail-cutter e aliss a rusty nail cuttery «discussion
.a woman-hating religiong a woman hating religionw 3,Lé
a long-standing friend
not *along standing friend
@ Gurn
well-defined rules
not *well defined rules
Iii> B3>0 sclgd
a copper-producing region
not *a copper producing region
a low-scoring match
not *a low scoring match
Colaa¥l alds aflee
little-expected news
not *little expected news
ool dluld Lo

r—----—----—--
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a green-eyed beauty
not *a green eyed beauty
#lradl peell Jlox
a salt-and-pepper moustache
not *a salt and pepper moustache
(3gu¥lg yn ¥l 2 Gulf o lads) Jad,l oyl
a far-ranging investigation
not *a far ranging investigation
Gl ill ganlg Geas
her Swiss-German ancestry
not *her Swiss German ancestry
Ogmaimgmad] U Lasfas
her new-found freedom
not *her new found freedom
oo da b€l Lgay,>

Old-fashioned usage, especially in Britain, favours excessive
hyphenation, producing such forms as to-day, co-operate, ski-ing,
semi-colon and even full-stop; such hyphens are pointless and
ugly and should be avoided. Much better are today, cooperate,
skiing, semicolon and full stop: don’t use a hyphen unless
it’s doing some real work.
$o5s Lo Byl b, 0l Loy Lillayyy o6 Lgun s adll plasis sl
o e
Jiog Hull-stop ,<>9 semi-colon 4 ski-ingy co-operateg to-day
of sy Jun ¥l g @n of g Lgd bas X dboy Gl i
pasviaas ¥ full stopg semicolong skiingg cooperateg today i<
Auled dioal L) S5 @ Lo ddoyid

1
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Prefixes present special problems. She’s repainting the
lounge seems unobjectionable, but She’s reliving her
childhood is possibly hard to read and should perhaps
be rewritten as She’s re-living her childhood. And She
re-covered the sofa [= 'She put a new cover on the
sofa’] is absolutely essential to avoid confusion with
the entirely different She recovered the sofa [= *She
got the sofa back’].
o) She’s repainting the lounge Jio dlassé dusls =MSduo Lgd dsLT)
She's reliving her ;<1 jalyicl axg ol Lgad gaws ¥ (Alladl ylos apes
o v Lgishd wmany Loy (s> o Lgalgals Shuss o) childhood
She re- 4dlqdlg .She’s re-living her childhood :gi le Lgicliw sley
She recovered the ¢ calsiss (AS0,¥f adass cslel) .covered the sofa
(4S5 X1 calesawl) sofa

miniskirt
(8§ 895)
but mini-aircraft
(b byilks)
nonviolent
(ciaic pul)
but non-negotiable
(pglasll Jold ,ul)
prejudge
(Lo Lo oSony)

but pre-empt
(des il G llaty)
antisocial
(Geloist sbina)
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but anti-aircraft
(wiplall slns)
The hyphen is written only when the word would be hard to
read without it: *nonnegotiable, *preempt. As always, consult a
good dictionary if you're not sure.
nonnegotiable,* :Lgigay 4ol 3¢l,8 iy Losie Jnsd dbo, Sl 3SGg
SSLII pae Do b s yugeoldy peinsl Ladls *preempt

Observe, by the way, that a prefix must not be written as
though it were a separate word. Thus all the following are

wrong:
09 dlindis dalS cilS of Lo a3 ¥ L disll of Bas¥ dcwlilly
b Lews las Al e o8
*post war period
(ot aey Lo 8y38)
*non communist countries
(dpcguisdl pul Joadl)
*mini computer
(a2 5942aS)

There are three cases in which a hyphen is absolutely
required after a prefix. First, if a capital letter or a
numeral follows:
5] Bl aSald] any dugllne ddoydl Lgud 0oSs w¥l> &35 lia
(b, of (capital) o€ o> Lgacl
non-EC countries
9951 goi) il b Joo
un-American activities
Ay o¥ il ddn ¥
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pre-Newtonian physics

g Jod Lo slojud
anti-French feeling
A pald sball joedudl
post-Napoleonic Europe
Oglils aey gl
pre-1500 English literature
10+ Jub gl £X1 ¥

Second, if the prefix is added to a word which already
contains a hyphen:
Aol 1f Glias dSaldl ol 3] 50
non-bribe-taking politicians
Bgmsin, Il ygasly ¥ i dsulandl
non-stress-timed languages
cdgll dlbgdino yub clalll
an un-re-elected politician
bl aley X ol
Your reader cannot be expected to take in at a glancé some
indigestible glob like *his preglobe-trotting days or *an
unre-elected politician.
unre-elected * Jio 8)lec )il sy cacgiam of L)L o 28935 o S ¥
.politician
Third, if the prefix is added to a compound word containing
a white space. In this case, the white space itself must be
replaced by a hyphen to prevent the prefixed word from
becoming unreadable:
L oin ad dilure soid &iSy0 dalS ) ALl dils] 7 1 16
e Bynall pac ol dboyde Lgawad ddball Jlawl @iy of Sy
aSsLtl Bely

L----—--_---_-J
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twentieth century
samieall o211
but pre-twentieth-century music
omiendl o adl L Lo amwgo
cold war
8Ll
but our post-cold-war world
Ba,LIl oy df aey Lidle
Again, your readers will not thank you for writing something
like *our postcold-war world (or, still worse, *our postcold war
world).
o Tgw¥I of) *our postcold-war world Jo3 ;o sy LUS clyls pa of
.(-our postcold war world &U3

Capital Letters
§ sl | gyl
Capital letters are not really an aspect of punctuation, but
it is convenient to deal with them here. The rules for using
them are mostly very simple.
elill o ST @ubyill wlode oy fgpa ddadl S8 oo 8,0 KTF o9y dd
@bies b dliu 0955 Lgolasiwl acled La Lgee Jolexll
) keI
(a) The first word of a sentence, or of a fragment, begins
with a capital letter:
:capital yooS by oy dlad o g%l dal<II (I
Ex: Will anyone now alive live to see a colony on the
moon? Probably not.
adll g e braniaa syl 0¥ sla¥l o s o Jo Jlo
X :C_w‘m
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Ex: Few pupils can locate Iraq or Japan on a map of the world.
90 fgasom o poratatu (il @a doMilf o ALY ALGT ;Lo
ellell ddayys e GLLIY 6] et
(b) The names of the days of the week, and of the
months of the year, are written with a capital letter:
oS o LgRLS @i Al jeguby el pll slewl (o
:capital
Ex: Next Sunday France will hold a general election.
Aole mblsaif Luyd gy cigw palal) ao¥f pga : JLie
Ex: Mozart was born on 27 January, 1756.
V0T iy TV b ofiga sty 2 JLia
Ex: Football practice takes place on Wednesdays and

|
[
[
[
[
[
[
|
[
[
| Fridays.

Aeedl P99 ;LLD‘X' Po gﬁ S P.A.ﬁ.” 8,8 dawle  Jlio
| However, the names of seasons are not written with a
| capital:

Sy dgi S ] Jouaddl sloswl L5 gag

l Ex: Like cricket, baseball is played in the summer.
| dpall g8 Jendl el @iy (oo S1SH ded o U
I
[
[
[
[
[
[
L

¥ .. in the Summer”".

Do not write
TN PLRE <3
(c) The names of languages are always written with a capital
letter. Be careful about this; it's a very common mistake.
Uas 1 dis pldy guyis! oS Cyog SO Lo Ladhs wlellf glo ©
1> gl
Ex: Juliet speaks English, French, Italian and Portuguese.
Adlasydlg dUa Xlg deunydlly dupl £XF AU Sasiy codo> 1 Jlo
Ex: I need to work on my Spanish irregular verbs.
(g B Al Jled¥l quwd ) sl i Jle
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Ex :Among the major languages of India are Hindi ,Gujarati |
and Tamil.

Jeolidly hlalgg duaigh aiglh diseiplh le Il oo o0 1 Lo I

These days, few students study Latin and Greek. |

Ailigallg A gasyss il @a AT o dLLGY ALGT aL¥T oda 6 Jlia

Note, however, that names of disciplines and school subjects 1

are not capitalized unless they happen to be the names of |
languages:

gy plasiiawl @iy ¥ deswlyadl sladly ol sl of Tas¥ LI zog [

‘oled slowd oS5 @F Lo Lgdgl 68,008 ]

Ex: I'm doing A-levels in history, geography and English.

A SXF Aa g Lidls 4y foylall 8 bjlie oifpuads Lo Juas] Ul :Jlio I
Ex: Newton made important contributions to physics and |
mathematics.

She is studying French literature. [
ol g sliyeall S8 dago wlalgwls piss @gowl :Jlio |

sy ¥ guyas s 1 Jlie

(d) Words that express a connection with a particule{r place ]
must be capitalized when they have their literal meanings. So, |
for example, French must be capitalized when it means
‘having to do with France’: I

B> ¥ 5655 ol iy e ol JLasl pe jws Sl Slel ST (o i
dalSh @5 oy Ay Lguilee Lgd 055 Loaie 5SS Lgio oI

S by T o= French I

Ex: The result of the French election is still in doubt. i

el gunga ey ¥y all QLX) Aot Lo

Ex: The American and Russian negotiators are close to agreement. |

3Las¥ Juagall cliby e gl oLSs,a¥l pgunglazlf - Jlie I

I
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Ex: There are no mountains in the Dutch landscape.
ATy gl ¥ 6 Jles Slia et Jlio
(e) Words that identify nationalities or ethnic groups
must be capitalized:
fass of ey dudpoll wilelodl of clowidl sad 3l olelSH (o
By S gy
Ex: Lebanon is one of the most attractive countries.
il 3L 58T e Baslg olid 1 Jlio
Ex: The Serbs and the Croats have become bitter enemies.
23933 (agae SilgySily Lyl prial ;Lo
Ex: Paris is the capital of France
Laiyd dasle 5o puls i Jle
(f) Formerly, the words black and white, when applied to
human beings, were never capitalized. Nowadays, however,
many people prefer to capitalize them because they regard
these words as ethnic labels comparable to Chinese or
Indian:
20 Lagolassuiwl @i oS Losdic (paray sgul) Whiteg black LialS Lyl (g
LguliS polundy o1 pulidl (o, SN S5 209 5uaS Byony s ¥ el
Jdgaline dubye law wlalSToia o Heyrins @gs¥ 1S dyou Begao
H($aiegdly smmad) Indian ol Chinese
Ex: The case angered many Black Americans.
gl LS 0¥ o i S denalf cnaf sl Jlio
You may capitalize these words or not, as you prefer, but be
consistent.
Juads Lo s X ol 8y S wlol ST aia o Ho¥T bg,dl S pgs L,
Jb> e sl oS3
(g) Proper names are always capitalized. A proper name
is a name or a title that refers to an individual person, an
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individual place, an individual institution or an individual
event. Here are some examples:
oAl iy i gf @l o @lell ¥y ErS gy T Ll pMe¥) clanl
Alay’uamirlﬂwwapgim@giu&gim
Ex: Shakespeare is one of the greatest poets of all times.
oloy¥t A8LS 6 ¢l Sull @lac] o Xy o & ey 1 Jlie
Ex: The Golden Gate Bridge towers above San Francisco
Bay.
4Ssnanify 8 plaw el s gley cos gata> 5098 (Sl
Ex: There will be a debate between Professor Lacey and
Doctor Davis.
oredls 593809 ¥ pindgpdl G Jlas JLs 59 9w il
Ex: The Queen will address the House of Commons today.
potl poanll puld Aol AU angs hguw: Jlio
Ex: Many people mistakenly believe that Mexico is in South
America. .
i d! Sl 8 g el KU ol Uas pulidl o 09t SIS adiey 1 Jlie
Ex: My friend Julie is training for the Winter Olympics.

Observe the difference between the next two examples:
odo¥l UL oo §yLall BasX
Ex: We have asked for a meeting with the President.
syl go glors¥l Lilhs 541 ; Jlio
Ex: I would like to be the president of a big company.
By € A8 Laady 5oST of sl 1 Lo
In the first, the title the President is capitalized because itis a

79



r—----—----—--

ey dl ¥ S By Tagy (i) President calll JGLS 6
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title referring to a specific person; in the second, there
is no capital, because the word president does not refer
to anyone in particular.

dalS ¥ S By Il pud U JLL 6 Lol aipny pascds ]
R0 pasul ] medis X president
There is a slight problem with the names of hazily
defined geographical regions. We usually write the Middle
East and Southeast Asia, because these regions are now
regarded ashaving a distinctive identity, but we write central
Europe and southeast London, because these regions are
not thought of as having the same kind of identity. Note,
too, the difference between South Africa (the name of a
particular country) and southern Africa (a vaguely defined
region).
Lylate grmal ol duilyadl Ghlll slosl go dlayu AlSiie Jlis
Southeast Asiag (Laswg¥l 3,islh) the Middle East is Lo askesd Lyl
LiST ddg,2 a9 e Lgsl Lo Lgalf lasy Glolilf ods 0¥ (Lol 3y gis)
(it 3k wigis) southeast Londong (Lig,ef Jaswg) central Europe S
asamilly saatll oo dyadl puds e Lgit Lo Lgadl Haty X Glolilf oda oY
southerny (Ludyy8) wigix> 09 ddgs awl) South Africa o §)Ladl IasX
(Ledoy8) o oadl ¢34 Africa
Observe that certain surnames of foreign origin contain
little words that are often not capitalized, such as de, du,
da, von and van. Thus we write Leonardo da Vinci, Ludwig
van Beethoven, General von Moltke. On the other hand, we
write Daphne Du Maurier and Dick Van Dyke, because those
are the forms preferred by the owners of the names. When
in doubt, check the spelling in a good reference book.
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laws ¥ LI M6 wlalS e soi3 mird Juol @il dino Gladl of as¥
Leonardo da Vinci oS5 < g .de, du, da, von, van o 5yS bgyou
General (3984w oLé edagd) Ludwig van Beethoven (i |5 93)Ligd)
Daphne Du Maurier < gy dosli yog .(clilgo e Jlyis) von Moltke
Lglindy Sl goall oo 0ds ¥ (chis oLé <Lus) Dick Van Dykeg (;)90 93 o613)
A g0 30 Alngill g0 a8 Ll gl Laaie slosw¥l ois Cilosl
A few people eccentrically prefer to write their names with
no capital letters at all, such as the poet e. e. cummings and the
singer k. d. lang. These strange usages should be respected.
gy put o0 gilo] LS oy SISy peliady pulidl po dlild dldg
k. d. i2lly (nis0sS 5l s) €. €. cummings ).fL\fqu Jio MY e 8y
Ayl clolasawXl oo ol of Sy (¥ 55 S) lang
(h) The names of distinctive historical periods are
capitalized:
ByanS gy Tad Bjaed! Ay il il piadl elasd (¢
Ex: London was a prosperous city during the Middle Ages.
ool jguaell S8 Byaaj0 disas et LS Jle
Ex: Britain was the first country to profit from the Industrial
Revolution.
ducliandl 8,030 o adiws dlgs Jof Lullayy «olS @ lio
Ex: The Greeks were already in Greece during the Bronze
Age.
$rard! pael fiSl gligadl b Jrally ggribiondt oLS - JLio
(i) The names of festivals and holy days are
capitalized:
eSSy Lajos oy Al sli¥lg ofila¥ly wbiloygll slod (b
Ex: We have long breaks at Christmas and Easter.
peadid) sucg ulam S b dleds wljla) 35U Jlia
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Ex: During Ramadan, one may not eat before sundown.
ool cigye b JSL of 2,400 o ¥ plingy S Jlie

(j) Many religious terms are capitalized, including the

names of religions and of their followers, the names or
titles of divine beings, the titles of certain important

figures, the names of important events and the names
of sacred books:
olea¥l sloal 13 6 Le 8y gy Tas At cilsnlinaalf oo 535 (s
diro wloased Olifly dyglew wliglsie olall g slewl of Lgaeilsy
dawado S ploly dego Sl sloswly dago
Ex: An atheist is a person who does not believe in God.
alil ey ¥ s ga ol 2 Jlie
Ex: The principal religions of Japan are Shinto and Buddhism.
Aadgetly giinialf Loa GLLAT 6 plivad,Ih plasbadl Lo
Ex: The Prophet was born in Mecca.
Ao b il adg Lo
Ex: The Last Supper took place on the night before the Crucifixion.
el s G Ll AL L6 s ¥ plbiell dias e
Note, however, that the word god is not capitalized when it
refers to a pagan deity:
Losie 7S Lgio Jo¥I Wyl waSy ¥ (aJ) goddelS ) Las¥ clls gag
w9 2920 Iy
Ex: Poseidon was the Greek god of the sea.
il el aie el alf oS pessigs 1 JLio
(k) In the title or name of a book, a play, a poem, a film, a
magazine, a newspaper or a piece of music, a capital letter is
used for the first word and for every significant word (that
is, a little word like the, of, and or in is not capitalized unless
it is the first word):
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of Basydt of AL of (aliall gl Bavnall gl dus sl gf \SlSH olgic Ta (I

ol S ST dnnitlg (o dg¥) dal S dnidls junS By dydiswgll degladl

S iy o ¥ of, the, and, in Jio dpall Slal ST o img) 3% il

o Je¥ dalSH o oS5 @I Lo

Ex: I was terrified by The Silence of the Lambs.

Sreball oo pie)l adt: Jlio

Ex: The Round Tower was written by Catherine Cookson.

09598 5p3lS LgatS sl i 1 Jlie

Ex: The Bluest Eye is one of the most famous Toni Morrison's

novels.

Bl gy g3 bl ;ST sas] o tLBLEH LESHT el : JLio
Important note: The policy just described is the one most
widely used in the English-speaking world. There is, however,
a second policy, preferred by many people. In this second
policy, we capitalize only the first word of a title and any
words which intrinsically require capitals for independent
reasons. Using the second policy, my examples would look
like this:

Gasty il @l 8 g grall 3ST ol g G Lo tdole dlsglo
L) o oS Lglindy 5yl Ao lin ol gog Ay lSX0
$lg oloint ads IeXT Aol<I o Jo¥I byl CaSG dscnlloia b
wlow¥ capital a0 S 5055 of dowlul dduny Cling 5,5 wlelS

AL gl Lo S5 A alf oLl plastiwliy dlitao
Ex: I was terrified by The silence of the lambs.
Ex: The round tower was written by Catherine
Cookson.
You may use whichever policy you prefer, so long as
you are consistent about it. You may find, however, that
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your tutor or your editor insists upon one or the other.
The second policy is particularly common (though
not universal) in academic circles, and is usual among
librarians; elsewhere, the first policy is almost always
preferred.
55Ty Lgale s el Ul s enll gols oo BF pasaws of cliSe
AST deild Al deunly Leslas) Jle yumy clolea a3 o 5 Se
LSl slial o dalizoy AeealS¥ Jlgadl 3 (dole Lgil po @éyIly)
He¥ dseall Jonds e Lo Ladhs L3 c33sug
(1) The first word of a direct quotation, repeating someone
else’s exact words, is always capitalized if the quotation is a
complete sentence:
L% LS 1] S By oy Tass Lo Ladls il yulixdl o Jo¥T dalSII (1)
ALolS dles
Ex: Thomas Edison famously observed “Genius is one per
cent inspiration and ninety-nine per cent perspiration.”
dz iy plgdl UL s>ly dyyd el bpagidl possl ywlogs Jledl oo 1 Jlio
Mg SUL Hemaadg
But there is no capital letter if the quotation is not a
complete sentence:
ALolS dlas uliaB¥T 5 < o] 15] S by plasiil @iy ¥ o SI
Ex: The Minister described the latest unemployment figures
as "disappointing".
tadaise® Ll AlUal pl6)] 5T jedl g 1 JLia
(m) The brand names of manufacturers and their products
are capitalized:

:B).,‘.,S Jg)_x.g ;‘A.u" ‘q.g.t"l_x.\“.‘.cg m_i_ua.qJJ SS)LU ;an.v" (‘o)
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Ex: Maxine has bought a second-hand Ford Escort.
Aloei o oygSunf 3)88 Bylesw ranSlo oyl 1 Jlie
Ex: Almost everybody owns a Sony Walkman.
(g pleSly cllic rod Loyds: Jlio
(n) Roman numerals are usually capitalized:
BaS By oy TS duilog,dl aLE,¥T (g
Ex: It is no easy task to multiply LIX by XXIV using Roman numerals.
AiLag I pLEXI plasiialy XXIV ;6 LIX Gpins of dlgaw dogo cod 1 Jlio
Ex: King Alfonso XIII handed over power to General Primo
de Rivera.
Dy 53 9 i) ddn bl @l podie S gaigall el : Jlio
The only common exception is that small Roman numerals
are used to number the pages of the front matter in books;
look at almost any book.
Lgolasuinml @iy bpdundl duilog | ala)¥1 of oo gLl aisgll clitiaw¥l
i Sl el o e8] clmiialf @udyil
(o) The pronoun I is always capitalized:
e S ooy o Lo Lahs | yan ¥l (-
Ex: She thought I'd borrowed her keys, but I hadn't.
Jadl @ ST Lgonilio i yidl 5T oS olS sad  Jlia
It is possible to write an entire word or phrase in capital
letters in order to emphasize it:
gele 3855 S 5aS ol dlalS 3ylec of dolS iS5 5 o Sall o
Ex: There is ABSOLUTELY NO EVIDENCE to support this
conjecture,
el 138 @eas Lalla g &1sf dlis g JLio
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On the whole, though, it is preferable to express
emphasis, not with capital letters, but with italics. It is
not necessary to capitalize a word merely because there
is only one thing it can possibly refer to:
oy 2SIl e pinnll pae fundy ple angy aild clls o oy lg
oy Aol a5 o gyopnll oo osdy dlilo gy S5 8y
thadd asly ggw aio aygu ¥ Lo Livad of ) 8)L0¥2p2 S
Ex: The equator runs through the middle of Brazil.
il sy b glgt ¥l Ias e Jlio
Ex: Admiral Peary was the first person to fly over the north pole.
(Alodd) Cdaalf 3ob pulay pased ol oLS 5per Jlreas¥l :Jlin
Ex: The universe is thought to be about 1S5 billion years old.
A gy 10 g 00 59l of adiey ;Lo
Here the words equator, north pole and universe need no
capitals, because they aren’t strictly proper names. Some
people choose to capitalize them anyway; this is not wrong,
but it’s not recommended.
A glE ¥ IS oSy Ilasisll Cdadlly glatawdl bas wlelSH Lis
ool puldl pamg sgasally pMel slosl cound 145% 8 S gy
g ogs ¥ oS0 s ey ¥ 1i Jlo & Lo 80§ cigro plasiiol
Capital letters are also used in writing certain abbreviations
and related types of words, including the abbreviated names
of organizations and companies, and in letter writing and in
the headings of essays.
oo dlio ol glaly dires wllais! LS 8 8paS gyl pasiiug
Sl clanwilly oletaioll Braid sloswd®l cUs b Lo wlolSH)
(BLAL puglic b9 b9, LS by
Summary of Capital Letters:
: Capital Letters 8K\ Cag, 3 yasila
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Capitalize
AL XL 5 capital 7S Jo¥l b3l s
the first word of a sentence

Aladf o Jo¥l delSTie
o the name of a day or a month
-3 gf pgudl sl *
o the name of a language
aallf gl *
« aword expressing a connection with a place
20 ol bl e pumi dolS
e the name of a nationality or an ethnic group
dudyc dogano ol drsnidf @+
a proper name

e the name of a historical period

o the name of a holiday

o asignificant religious term

al¥s g5 o oo
. the first word, and each significant word, of a
title

olyie 4 dV%s of3 dolS JSg g¥l dal<H «
. the first word of a direct quotation which is a
sentence

dley Jic pblo pleidl o g%T dalSIi+

- a brand name
JS)LO fq_w‘ *
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- a Roman numeral

log; <8 *
- the pronoun I
| yaquiadl *
Abbreviations
i b ¥

An abbreviation is a short way of writing a word or a
phrase that could also be written out in full. So, for example,
you might write Dr Kinsey instead of Doctor Kinsey. Here Dr
is an abbreviation for the word Doctor. Likewise, the phrase
for example can sometimes be abbreviated to e.g.
Bygaa iS5 o 5S¢ Bylie 9l dolS LT dratse ddyb 9o lats¥l
Doctor ;o Fa Dr Kinsey wiSs of cliSe JE Jurw Lo cliidy .ilolS
leg_;l oS for example 3,Lc JIL Doctor 4lST ;Laisl Dr Lo Kinsey
2.0, A paiss of
Abbreviations are very rarely used in formal writing. Almost
the only ones which are frequently used are the abbreviations
for certain common titles, when these are used with
someone's name: Mr Willis, Dr Livingstone, Mrs Thatcher,
Ms Harmon, St Joan. (Note that the two items Mrs and Ms
are conventionally treated as abbreviations, even though they
can be written in no other way.)
chbars¥ i deaw ) LU L5 pasius Lo s [l oflais¥)
deild Slally Lol aflass¥l Lo ) <o J< by Lgolasiwl @i Sl
Mr Willis, Dr :puso jasvd moul go Lgolasiwl @iy Losic diieo
Mrs, (e Lt C,‘! I »¥) . Livingstone Mrs Thatcher, Ms Harmon, St Joan
gl oLy ¥ Legil 5o @20l Sis puylaislS Lageo Jolesll ooy Ms
.(5;-»’-i dds b
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Other titles are sometimes abbreviated in the same way:
Prof. Chomsky, Sgt. Yorke, Mgr. Lindemann. However, it is
usually much better to write these titles out in full when you
are using them in a sentence: Professor Chomsky, Sergeant
Yorke, Monsignor Lindemann. The abbreviated forms are best
confined to places like footnotes and captions of pictures.
sesudgy) Prof. Chomsky :dasall ywity gps¥) olat¥l jLais! e Gl
&9 (oleaid palh) Mgr. Lindemann (<ygs —u8)1) Sgt. Yorke (S ogsisi
Loaic ALalSIl dipunlly pugbiell ois &iliS i€, Jnd¥l oo 0oy dole el
Monsignor Lindemann, Proessor Chomsky, Sergeant :dla> -8 Lgoasuiaws
Jio dirss glgo e bpaiio 5oSG ol Juad¥l jo braidl goally Yorke

s9uadl silaslesy footnotes dulasdl blgd|
Note carefully the use of full stops in these abbreviations.
British usage favours omitting the full stop in abbreviations
which include the first and last letters of a single word, such
as Mr, Mrs, Ms, Dr and St; American usage prefers (A) Mr,
Mrs., Ms., Dr. and St., with full stops. Most other abbreviated
titles, however, require a full stop, as shown above.

plasiwly ohlaisXl ois 6 () caderll clode plasiwf Il Ias¥
by Janiss 3l il )lais Xl 9 () cadedl dodle Susy illaypdl
Jundsg Mr, Mrs, Ms, Dr and St Jic dasly dolST ,s¥lg Jo¥
<5 gog .adgs daiiy Mr, Mrs,, Ms,, Dr., St. gsdﬁ‘z*l plasawXl
oo o LS adgs dlngi )zl 53X puaidl GlaT¥l olhes

.oMel
A person's initials are a kind of abbreviation, and these

are usually followed by full stops: John D. Rockefeller, C.
Aubrey Smith, O. J. Simpson. Increasingly, however, there
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is a tendency to write such initials without full stops:
John D Rockefeller, C Aubrey Smith, O ] Simpson.

bale oidg Hlais¥l jo Lod a9y Lo gasd mawl g Jg¥l g, 3
adeil) dlaaiy deguio 385 Lot John D. Rockefeller (oo
095 e3> g0y gseauan ary 0g] Errosw gl s plid i Sy w80
09t Xl o g¥l g3l ais LLST Jio aifite Sk dllis
adg:lt akas: John D Rockefeller, C Aubrey Smith, O J
Simpson.

Two other common abbreviations are a.m. (*before noon’)
and p.m. (‘after noon’): 10.00 a.m., six p.m. These are
always acceptable. Note that these are not capitalized in
British usage (though American usage prefers (A) 10.00
am and six pm, with small capitals and no full stops).

gl aey) pmyg (gladl Jud) am Les glesli ol gllaist dliag
solais¥l puis o BsX Xoido neSy Lasls lisg six p.m, am )., -
plasiw¥l ol 5o @el) laydl plasaw¥f L8 S Gy play ¥

By Jadi 939 Byeus by SIX PM,am 1 -,e o+ fundy S 0¥
Also usual are the abbreviations b.c. and a.d., usually written

in small capitals, for marking dates as before or after the
birth of Christ:
Jaraid Bpaie gy LogiliS @iy Lo Bale .adg b.e pllais¥l Lo
el 330 awy of Jud gufgl]
Ex: According to tradition, Rome was founded in 753 b.c.
LS 18 VOV 4 Lag, pvmssls 7 anle ijleto oo U Lk JLio
Ex: The emperor Vespasian died in a.d. 79. or
Ex: The emperor Vespasian died in 79 a.d.
Ao VA (18 5095 plwliud jodol ol 1 Jlio
It is traditional, and recommended, to write a.d. before the

----—--------J
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date, but nowadays it is often written after.
LIe aL¥ oin 5T pupbidl Jub.ad aSS of 4 juoglly ale obyleslf b0
bl sy oSS Lo
Summary of abbreviations:
rohlass¥) yasda
e Do not use an abbreviation that can easily be avoided.
Alggasn and 5S¢ [Lassf pasiwi ¥ ¢
e In an abbreviation, use full stops and capital letters in the
conventional way.
Saliell ddy,dally byus I g, dly Byl Ialii pasiiss! Lozl o
o Do not forget to punctuate the rest of the sentence
normally.
dreds ddyday dladl 3l b @ud,ill Slodle plasiwl guis ¥+
Quotation Marks and Direct Quotations
Bl ¥ 1y ! i
The use of quotation marks, also called inverted commas, is very slightly
complicated by the fact that there are two types: single quotes (' ‘) and
double quotes (“ “). As a general rule, British usage has in the past
usually preferred single quotes for ordinary use, but double quotes are
now increasingly common; American usage has always preferred
double quotes. As we shall see below, the use of double quotes in
fact offers several advantages, and this is the usage I recommend
here.
alodle speegi s ol dids> Lo o> Il sadey panaisll alode plasiwl
plasciw¥l idale daclaSy (7 ) dagaia papais aladleg () bipdo yorais
oS0 aayall panaisll alolle plasal alll b iy ol olS iyl
Sl Ly Lo Lailag agfyie JS iy Gl dgapll popnial lade s
o Al pavaidll alolle plasiuly dagll pamaidll olodle u&,.a?l
Lio 4y gl s plasiw] oo 110y dusac Lipo Lgd dauidl
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The chief use of quotation marks is quite easy to understand:
a pair of quotation marks encloses a direct quotation, that is, a
repetition of someone's exact words. Here are some examples:
pamainl liade bl taegd Jgous pal pavaitll ciladled eyl plasiaw¥l
lioXl pany ol Lasd Ll puliad¥]
Ex: Madonna is fond of declaring "I'm not ashamed of
anything,"
sy ol o 2Bl ol 87 LS pespuntlly days o Ligslo s JLie
Ex: “The only emperor”, writes Wallace Stevens, “is the emperor of
ice cream.”
S pu¥l jololpa] 07 i wly i M adl jodol X 1 JLio
Look closely at these examples. Note first that what is enclosed in
quotes must be the exact words of the person being quoted. Anything
which is not part of those exact words must be placed outside the
quotes, even if, as in the last example, this means using two sets of
quotes because the quotation has been interrupted.
o0 055 o iy panaitll alale bbaa g Lo of ¥l Bas¥ pdlill gio fals
Lol <l 0ia o lejr Jie ¥ 5 b ol e puliad¥] @iy sl pasibll Aol all Lol I
JE o LoS - olina 16 olS 3] o> pasaisll clolle gyl g of by dule ]
anhd 7 wlad¥ ¥ paaisll clodle o picgano plasiwl < ¥l
Now notice something else which is very important: a quotation is
set off by quotation marks and nothing else. A sentence containing
a quotation is punctuated exactly like any other sentence apart from
the addition of the quotation marks. You should not insert additional
punctuation marks into the sentence merely to warn the reader that
a quotation is coming up: that’s what the quotation marks are for.
Hence the first two of the following are bad style, and the third one
is wrong:
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5T L gy paniaial aodle uliadtl oe 1s g 3T e a3 of ey g1 |
o] e Jroe o dlex ol Jho bananll Lgondys oy Liadl et 201 dledle g
el jUas) 34 dlodl b duilia] @udys clolle cavins X1 by panaisll clolle
o Le el Lot ol @5 g gamaaisl] cladle diuksy oigd ool Lo Labuzsl ol |
Athals a3IGY dlodly & Logugl [
*President Nixon declared, "I am not a crook."
*President Nixon declared: "I am not a crook.” |
*President Nixon declared:- "I am not a crook.” I
(Lealsna et B LS gan S iyl 7p00)
Here is the sentence with proper punctuation: |
i) @il clodey dlodl L] i
President Nixon declared “I am not a crook.”
Adding more dots and squiggles to this perfectly clear sentence would |
do absolutely nothing to improve it. No punctuation mark should be i
used if it is not necessary.
iy Lalla o Loy o s dnislglf dladl 0dn I mudyidl cilode o il dilaly ]
gy 55 o 13] a3 dadle plasiial @i ¥ i
I
I
I
I
I
I
I
I
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diensld el ¥ eud il wlode it duaodd JolS S ol,d) cliuas L,
faidns of Logmus ol eudyidl wlode Logadie Jiil wLLS Liaays oS
LliS by *Sogamady Lo 55 L Liyol oo Byas 8 Hadg Lgolasuinwl S
e Lolasuiwl ;2 S duluw® oud,sll aladle jasu Lo ST L, 25 fis

S0y Ll Jrwogs ey mgadt e -l gga -,ils ad clls of Lzel

A Lo
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