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Chapter XIII 

Punctuation �*%+��� ,��-� 

( �@�� O,6+��� k�-	� M�
� �@����� �G�,}� �G+- �.� =b ; �N|��� ��%+��� �,}b� 
  �@�+
&�� 0 
� A��@� q,�� $+
&� O��È 1�� �� �N|&� 3� ��-b� O��Å �{�1��

A��� 0 �G,�9� �G+- I�6+&� ������ �l�r� O,6+��� k�-	� �c�N9 q,�� Vs q?�/ �am0 
�,%6� 3� ��|� O,6+��� k�-	� ��G-� ��6+��� �l��7�� :�1H���� ��!� 

O�B� �@��y�� k�-	
�� �- �F
�� ����b�� VW
���� :�G7��x� k�-	�� :	.�� 
 d��.&� �.� A,R��� P����� V,�|�� ��G«9� , A,R��� �R+�� 3� �@����� ������� �6+�

 �G�~�� c��@ ��~0 
I – Punctuation Points generally mark where pauses are to be made in 

reading . 

 �'��6�� 1+� �� :����x� Vs E��� U���� ����- :�� qN�� O,6+��� k�-	� c1T0 

� �5)5H��� �51�(�� ���	�":  II- The Principal Points are: 

��l�7��  The Comma 

�g�6+&� ��l�7��  The Semicolon 

=��D6+��  The Colon 

�D6+��  The period 

p��� °�g  The dash 

:�G7��x� �-	�  The Interrogation mark 

VW
��� �-	�  The exclamation 

=���6��  The Parenthesis 

III – The comma is used in simple sentences, or in simple clauses , to 

separate coordinate members. 

�
7�� ��!� ( �� �D,%��� ��!� ( ��l�7�� :1H�%� �N� �- �D,%��� �@cX��x� �,
 ��«�+�&� �G2��N� �� ��7��0 
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Y�Z I�_-�: 
The earth , the air , and the water , teem with delighted existence. 

 Ê,� c�N�� '�&�� '��m�� Q�b� Ê
�0 
IV – The semicolon is used in complex and compound sentences , to 

separate coordinate clauses. 

 �,�
7�� ��!� �� ��7�� �N� �- ����&�� �16
&� ��!� ( �g�6+&� ��l�7�� :1H�%�
 ��«�+�&�0 

Goodness is a virtuous plant ; it flourishes in good soil . 

 ��,D�� ��|�� ( �Fc�@ ; V,g k��? 
r�0 
V – The colon is used to separate clauses less closely connected than 

those separated by the semicolon . 

�g�6+- ���/ �G��7� Y�� �- �g����� ��� �,�
/ �~ �� ��7�� =��D6+�� :1H�%��0 
Nothing has been created in vain : every thing has its use . 

 �_�� ��,� t�È �: q-�1H��� 'Ë �./0 
VI – The period is used to denote that a sentence is complete .  

 ���!� :�� A,���� �D6+�� :1H�%�0 
 I�+&� [9 1���� VFZ0  The boy went home. 

 �G���c S+��� ���a�0  The girl studies her lessons. 

VII – The period is also used in abbreviations: 

 k�����*x� ( �B@� �D6+�� :1H�%�0 
��B =�&�� 0  M.P. = Member of parliament. 

 d�c´ 
�%N�-0  M.A. = Master of Arts. 

 �,.�&� �@�R���0  R.N.= Royal Navy. 

VIII – The dash is used to mark a sudden and unexpected turn is a 

sentence. 
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 ���!� ( ����- 
�� E2�W/ I�T ¬�1# 3� ��x1�� �gp�� :1H�%�;0 
If I had the power, then we might – but why indulge a hope so vain . 

 �;+.� ��16�� P1� S?�� ��– �N�1�� ea� �,6� �-b =�+
�� t�g� �Z�& �.�� 0 
IX – The interrogation is used after a question : 

 I�É� P� 1
� :�G7��x� ��c� :1H�%�0 
Y�Z I�_-�: 

 ? VFa�� $�-  When will you go ?   

? =�.&� w�� �Z�&  Why did he leave the place ? 

? w��c S,{� �F  Did you finish your role ? 

X – The parenthesis is used to enclose a word or clause not essential to 

the sense , but useful in explaining it . 

 �� ���� t@�D� ( ����b� :1H�%� ( �1,7- �{� x9 $+
��� ��%+��� �,���� 
� ��~
 �F
%7�0 

Y�Z I�_-�: 
The next speaker (Mr. Adel) delivered a most eloquent address . 

 8���� ¬1R�&� $6���¨Ic�� 1,%�� ª ��	��� ( �@�� ���D*^0 
XI – The dash is now frequently used for the parenthesis . 

 (� ����b� �- x1� �gp�� :1H�%� �- ����� ��o� S����^0 
The headmaster – Mr. Ibrahim invited all his colleagues last week . 

 �,F���9 Z���b� ��c– �«�+�� – ¿�&� 4���b� ( q2	-] �,~ 0 
�A�7�� o"�I�:  XII – Capital Letters 

Words should begin with capital letters in the following situations 

�,��� kx�o� ( �
�� "��R� ���.�� �1�� =� Vs: 
1- The first word of a sentence , whether in prose or verse. 

< − ��
� �� ��_? '��� ���!� �- [�b� ���.�� ^ ^ ^0 
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Y�Z I�_-�: 
 ��7��� Vz �F0  He Likes apples. 

Nature expects mankind should share the duties of the public care. 

 ��G�!� �Ç E��� :�G&� ( �F�%@ =� =�%?�� �- �
,�D�� �����0 
2- The first word of a line in poetry 

C − �
��� �- �D� P� ( [�b� ���.�� ¨q��� �& 	�.- �D%�� �aF =�� �� �j+�� 5��^ 0 ª
 Y�Z I�_-�: 

� ��� �@, $��&� �6,/� �@ I1
�  Soul of the just , Compainon of the dead 

 Y��G- �@�� w�6�%- �@�0  Where is thy home and whether art thou fled. 

� − ���- ������ �- [�b� ���.��   3- The first word of a direct quotaion. 

She said <<My brother has just left for London>>. 

S��� :u=1+� [9 �GN��- e��� E*� �c�� 16� v0 
4- Names of the Supreme Being, and pronouns used for His name. 

¡ − q,�� ��x1�� �-1H�%&� �2XB��� ½� ��� 0 
The Omnescient, The Powerful and The Almighty . His name should be 

glorified . 

,j
�� , �@16�� , �,�
�� q��� 1W�+�/ , �0 
5- Proper names and adjectives derived from proper names . 

¢ − :	�b� 'X�� �- �6��&� k�7���� :	�b� 'X��  0 �_-: 
Egypt is one of the most civilized countries. 

 �yT I�1�� �j�� �- �1#�� �- M�
�^0 
 �-c� Xo P�- q?9^ ^0  He is Egyptian flesh and blood. 

£ − �1%W&� '�,�b� 'X��  0�_-:  6- Names of objects personified. 

 k�&� � � !? Y��1� �@�  O Death ! Where is thy sting ? 

 ��,o� �G�@� ! t,�� �R� �- Y� �@!  O Life! What a deep sea art thou ! 

7- The name of months and of the days of the week. 

¤ − 4���b� :�@�� �G�b� 'X��  0�_-: 
:�
�� ( �G� I�� �@�+@0  January is the first month of the year. 
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 �+`x� :�@ w�+F [9 VFZ0  He went there on Monday . 

8- the titles of books, and the heads of their principal divisions. 

¥ −�+�  �@��+�� V�.&� �@�6��� �,%,2��� kX,% 0�_-: 
Antony and Cleopatra is one of Shakespeare's greatest tragedies. 

 
�%.� k�@1,N��� �j�� �- �1#�� ������,��� ��D?� M�
�0 
9- Any word regarded of particular importance. 

¦ − �l�* �,}� k�Z M�
� ���� �@�  0 �_-: 
The Industrial Revolution has changed the face of the world . 

 ��
�� qN� �,��+��� ���_�� k
�0 
10- The pronoun I and the interjection O . 

<§− 
�B�� I VW
��� ��c�� O �_-: 
 �-b�� I�+&� [9 S�FZ0  I went home yesterday. 

 k���%�� �@ ! Em9 �@!  O Heavens ! 

�� ����� [9 �n@ �- �N��-	� �����- �- �@�,�W? O,6+��� k�: 
< −  ���1&� [9 1��� I	N VFZ0 
C −  '����� =9– �+%�� I��/ c��� – �- ( I��7�� �~� M�
@ 0 
� −  =�&M�� �B� VFZ– Q�� 1�� ��1&� – w�+F ��É- ��Bo �@��� [9 0 
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