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Step by step, you will be creative in
your writing
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We had one problem only Janet knew we faced bankruptcy
(Face bankruptcy ,w)e¥! aslss)

raalisig @ubyd cladey aled) oia Jalb %) S aml) @y Ja

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
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Ex: I've changed the sheets in the guest room.
Byl 48,8 S8 Sl oyt aaT: Jlo
Ex: I asked her whether she could tell me the way to Brighton.
093l Al Guordall Lo it ol Lgie el saT 1 Jlia

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.

Ot99%1 Ay Lol ) Sle @gilliw ogaid ¥y pguillasydl agdy 1 Jlie
el e Lgigagdnd

Uas o Lgs Lo LGS Jolog Al dladl Jols ¥

*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¥I ST L olilolS yliles> Slis @us Lo Uadf 5y Jo
Al dlolaldl s o¥ dals b o dbolay iy jul iy dloli; badd
idkags

Vo

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

Loy oSt o 13a gy duold) Cabell dlads Ly sl dlas JS ¥
lio e gline JSbuy (0 mad priles plasusl @M o yud ail 53
@5 Ao¥l dladl smy dluold pasiiawd of Jund¥l jo 9Sy @5 oy gl

AL gl Lo and o by

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:

1 > gLil Ul fin Le A1Ea¥1 oo sl L Lavd

*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.

ogeaidegl) dnia¥ wlelll @les e ¥ gl prsillagydl e ey *
s 6 e gialals 09,9430
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.
stile> oyt dlols plasiwl & dlS U udi Lgy dlio¥l ois gia>
ddla] iy of iy of ddadiy Alolall Jasiws ol Lol Al JS 6 ealalS
.while of and Jie dewlio calac dolS
hlais ¥l @by b dadill pasiws Gl

Summary of full stops:
o Puta full stop at the end of a complete statement.
e Do not connect two statements with a comma.

dadil) pladu] e

Lol dlad! dlgs b dadill g

Alolay yule> b5 ¥
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The Question Mark
(9) Alglnd | o ks

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

Sfsbloo Bl Ji7 a0l Aledl dulgs o6 (9 plgdiw¥l dadle gungs
Alio¥l paey L)

Ex: What is the capital of Germany?
sl dowle o Lo:Jlia
Ex: Does anyone have a pen I can borrow?
Yo openiwl @ld @Sio o sad Jo 1 Jlio
Ex: Who told you that?
Hige Jpesl oo 1 Lo
Ex: In which country does Mazzen live?
Siko pirey dlgs ol 61 Jlie

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

exact words, a question mark is still used:

o T Il sl wlolS guds Sy gl bl LLad Sl oLS 3]
Lyl plgaiuw¥l dode plasil

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

“Sopretil @l el Jo :AllE ualliw a4l Jlio

r-----------.

[
[
[
[
[
[
[
I
[
[
I
[
[
L

—
o



* . Pes e *0

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

Seadl S8 ol Gloe> st @Sio s>y @S” ALLs Lol Jlw b

But a question mark is not used in an indirect question, in
which the speaker’s exact words are not repeated:
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Ex: She asked if I had a pen she could borrow. i

(0 Oyt @l gt LS 13 Lo uallw aal: Jlia ||

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

el o il g apad Lio sty 05 @lell Jlus 1Jlie ]

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

now a statement. i

|
|
|
|
|
I
|
|
ol

o> dtis e pMSH ds o ¥ dladilf pasiiws bads Lis
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Ex: The famous allegorical poem Piers Plowman is
attributed to William Langland (2133221400).

pleliy Al cosis Piers Plowman bygil dyjldf sapnall :JLio
(V£ SIPFT) SUEY

Laglid plgaiwXl dodle plasiawl & @ 009 (123550 it yeluinll Blégg 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 ¥ | i b et

lo Sl dulgs S8 plgas ¥l dode pasiwl o

leo el JIgaw dulgs 8 plgaial dode pasaus ¥«

0 3SLin jul 9955 Lonic dulsls plgaiwl dode plascwl cliSe o
RTE 9 ;gafu

A Final Point
8 | i

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:

Adlug 150 Gusssd ¥ comnall dodle of plgaswl Aode of ddadill of Jas¥
as LI JLL Mies d2)ls

*How well has Darwin’s theory stood up 2
§ omgyly duyas S saw L“;! Al
doMeg dladl b dolS 57 oo déluo o5 6 Jieio Lis Lad
.PLQ.A.L.\:Xl
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Fragment
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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 |

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

Jeodly ALolS dlos J3¢¥ o ST Lg3liy pyds bylic of dolS o iduaililiateds |

A Leyg (]l gﬁ =9 s;vl.‘n)Lc‘Xb é.’l_i_” PNS_” 93 asild dnsledl I
Lgalasiol @iy Losicy dramd LS b Jutos J< b 43l Jad

sl dodle of plgdiwl dode of () iyl daday deguio 505 of oy |

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

Probably not.
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X i ¥l St Lo IS awy Bl 030 o oy Jo Lo

Ex: Weneed to encourage investmentin manufacturing.
But how?

$arS ST gaiatll b lediwdl g ] dals o6 oo Jlie
Ex: Can England beat Australia? Absolutely!
o> Sl ilS] p5a5 ol oS Jo
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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
whalld|

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 Lgalisiwl slay Lo 74S Loy dlwolall pasisws Lo 174S
o daas o 00 el juS s I dday Juolgddl plasiiwl scled
ot of e dyfay atludl sdes splaie wlolasuiwl dey)f Lgd dlolall

i S i 6 Alalall plasawl glds ay clls) 7 Lo JS

Jolgall .alaelf dlols spudl dluals ;o dlolall dey,¥ clolasswX
oS Aol sacled ad plasiawl JSy dgidl dlaldy dulicX]
degiio 9SG Lo Lailag dbluue 1] dbguino oSG ¥ dlulall of lasX

Alyle ddlae
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The Listing Comma
O peid | inkigrld

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 Llislg (g) and delS e pageill 5o £65S sysll dluols plasiiwl @iy
pasnins ¥olb caab J < pualisg palls L6 Gak dlolall oing (o))
Jodl i of wlyleall of Lol o ;ST ol 2 day) @iy Loaic dofld
or: ol and delS, dlolsI

Ex: The Three criminals were Jack, Tom and Alex.
oSl pgly Ila 193LS A3 a0yl 1 Jlio

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

Jloods b9 Liilagy wipl b9 S 8 Lgy Gl @y dupdl dallf Lo
LiSLaglavg Luaidl oo £l Ly

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

Byolall g Ll of 9 awga yoc sliogs oIl yébans of cliSc :JLio
Ex: Lisa speaks French, Juliet speaks Italian and I speak
Spanish.

bl aly dutlas¥l dllf codgs iasaiy iy all 48000 3 Gasas @ Jlia
Aslew¥l de
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Note that in all these examples the commas could be replaced by
the word and or or, though the result would be rather clumsy:

or ol and Aol Juolgall Jlasiwl @i ol oS¢ Alio¥l 0in gros> 5 Las¥
iaiMo il 095 ol pSg daaiill of o el

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 8 LoS syl Juolgdy ;ST of Jo &M Jayy clilSoly aif 1as¥
Lia §ylaldl asX odel codo>

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.

&M Loy oSe 4iST Alolay pulelS pules Jayy peds ¥ oy adl 4835
.or 9“ and + s J.\aﬁg.a.').ISi gi 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:

dliols guns ol ikl plasuwdl S8 sliell jué oo adl Loy asX
Al 8% 8 o oo @eyl) Lgawas or gl and  dolS Jub syl
o st LT plas ¥l L LAY (el pledll iy dy Sy o]

) (iS5 ) alied
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Ex: The Three criminals were Jack, Tom, and Alex.

Thisisreasonable, since thelisting commais 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:

cosdy and LelST usy spadl dlols of cos Salaio yol fisg
Jrao I3 LS 3] gunglf fis 8 dlualé guns i ey cLIs gog Lgd dbln]
gunng ,5ST ooy gl el

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

olidgang by yligag (s8 @0 soT oplind Ul [1g¥) galho ;Lo

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

LLS yladguug el Oi u.LL Ty Jasand Jé dlolal ‘a‘.\..id.m:' Lo
Lgw pMess

*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.

L Moty GLS 5pilll Lo ciplirg <lio ()Ll puiny of Sy Lio
ALS Gl ods i35 Avila¥ dluwlally
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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:

o5 Il dag il Slasdll dails b Loyl Lgalasiuwl @iy oysull dlals
Loyl L 5T @MUY oLe and a>gs ¥ Lo dale b,df 0in by s omiull puds
ioimll e clI5 gy of ogs and o dluwolall Jlaiwl o Se
Ex: This is a provocative, disturbing book.
ey ey liS fis 1 Jlie
Ex: She has got long, dark, glossy hair.
2R Sy gl yo i Lgaad 1 Jlie
Try replacing the commas by and:
:and delSy dlolall Jlawiwl Jobs
This is a provocative and disturbing book.

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

093 ABLI 81 - ¥ Lo - S0 JEU o o @Il 6 el Jay
Juolgall
Observe the difference in the next two examples:
(AL JLEAS S0 WY X
Ex: She gave me an antique ivory box.
2Ll o il Ggaiao palae aal: Jlie

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

iS5 o Lot a8 dlols axgy ¥ 5,10 0in

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:

Jlio pud a5¥ oy dlols plasiwl 5Se ¥ JUL i L6 95,0l Lo
.and delS ddlu| ;S ¥y Loy oy sldl o deild

*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.

b gl pudh Caas ¥ B, ll 0ds dugsidl wlaall ol g0 BUESX i
s antique delS ST §oaiwall cauns ivory dolS Lizo i JLI
04>g §gaduadl yuily ‘:,JL‘L" 89

So the rules are clear:
:aa..-b\g A.L\g.ﬁl\ 05\‘

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.

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

Or of and delS Lgud pasiiuws ol oS¢ dalld b apudl dlold pasial -
A S0 T o 3l dliold pasiiins ¥ ALolall oo Yay

Losly pielf Jad Gygpan 1is oLS 13 0F of and Jud sysulf dlols s -
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The Joining Comma
|/ daal| ikl

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:

pasing g opall dlole e b JSGn aliss ahell dlals
calac dolSy deguio 9oS5 ol ieing Ba>ly dlax b oeials puila> Jayyl
90rgand o iyl oigy Lgolasiwl oS il cabhell cilalSy dwlio

:ali 0¥l ey 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 1
expected to do the same. I
gl J2.a5 o @2 Boll (a9 .duagye¥l deganall cullay gyl ciosds i Jlia I
.;g_ui.\."u.u.é_}
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Ex: Youmust hand in your essay by Friday, or you will receive
a mark of zero.

o iy Sle Jiasiw ¥y deadl pgy Jolon clllio @luws of i 1)l

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

lalld e ol 6 Tas ¥ LgaST gyl 8 dlgrea Lillayy culls  JLie

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

G ¥ Sy i 946 EU3 zog gluadly yjodl doyd o Hiley as] 1l
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Ex: Tom is very extrovert and confident, while Katy’s
shy and quiet.

dslag dlgas LS Lain Il 3ilgg lolussil a3 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.
Lol @udysll wlode glasi (38T o dlolay puols guiles dayy ;Sa3
auSs Lo codac 13) ladd Lguid oS ol slas¥l Jgul oo o aiSI
Baylodl cida el cilolS susls degiio dlalall fod of Lols oLiii¥l o Sols
dlbogaio dlwls Latasas gf 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:
idne Alaliy Guss of 0S¥ 55¥) Calhell wlelS clizo o Loy L
hence .(cliJg) therefore (2lJ3 20) however Jio wilelS JUI Jossn Slod
thus (5 o <£JLig) nevertheless .(JLlg) consequently (o5 ;-9)
AL AL ¥l 5o @5 oy wcdlac dluals any Lgalasiwl 5 S ¥ (1iSag)
bl
*This is one possible solution to the problem, however,
there are others.

(631 Jobs cIlis U3 gag Al dial] 5 Se J> Iia)
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*I knew a lot about the subject, nevertheless, her talk about it
was very interesting.

(pleiad ko oL aic Lgiuas L3 2og ol e uiSIl bpcf uiS)
* We were unable to get the money, therefore, we decided to
cancel the project.

(gayioll gL31) Lyyd Uity JU Lo Jouad) glatusi o)

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

Alold puily ddagdio dlwld Jf LB 0igS Jox
The rule is again easy:
Ada s L) s Baclally

e Useajoining comma to join two complete sentences with
one of the words and, or, but, yet or while. Do not use a
joining comma in any other way.

and olelSI gas] oyl (ye iols piles> Juogd oo el dlold pasiiwl -
.while .yet .but .or

\5)—’j ady b éL walhe dlold pasiiws X -
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The Gapping Comma
d gl | Al

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:

Lgdi 2 yiST gl AalS of i Lgossninws i S dlgw bgidl dlals
(s le Jlio oL Lowd dlodf pudi 8 el Job oy S5 Lg3¥

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

sdguoledl digall pMS e diagall mgied sl gyl paes ol 1 Jle
g | pAS e Lagsll 9,5Ts

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 nationaldsgis! clalSJ/ . Al Loyt gad) dlale
(el3 o Xy Lgbis 7,55 of il (o oS 2l language

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

i idl oty syl Juslpd o IS e o JLio oL Lovd
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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.

Lgihasdiy Lglar s Lusiydp Lgarie sy oy Lgwilie 8y gndno Liliay -Jlia
.gaidlg &bl gﬁ Lgslaley laidesg

(Here I have inserted a listing comma before and for the sake of clarity.)
(zgedl ST o and Jud sl dluols déla| & Lio)

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

dovinly dlad! cilS 1] LgS,a5 of cliSard Lol day¥ 955 ¥ gidl Juolgd
Lo AL gnidl e oMl JULS (oS Lgiga Lols

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.

Jiolgd 9oy douinly 9o dladf cilS I3 :9..4;’._&.” Lo S> pasii
Lgeis el 6 i e 13y Lgoasiws 3o . bgis)
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Bracketing Commas
i s ¥ | ! 9

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:

Vo

S8 A gle¥ e 1> dalisee daylyg Lgd dusslyic¥) Juslgall
S ST U Se o 909 adlasiiawl B Juolgdll o geidl 1igd
Juolgdll zo; plasinl @iy i Lo baclilly deoino ¥l gles¥l o
395 glady ¥ sidl gl ai¥l 1ia dlodly clndil g0 jueid dudlyicX]
o0 gy pasin Ll Lo Jasl Lis "oy dolS plasiwl Las¥ dlodl
90 90 LaS Al dlolall LS oiy ¥ Ll ail o oyl Juolgall

rdenlyie X Juolgall AT Alio¥ Jols .obisf
Ex: These findings, we would suggest, cast doubt upon his
hypothesis.

anlyid e L) My ALy LeS goiliidf oda 1 Jlio
Ex: Ahmed, of course, went out before the house caught fire.

el L Jeais o) Jud s aedadly el 1 Jlie
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Ex: Richard, it would seem, still feels a bit weak after the
operation.

Alosllany ol g g e JI) ¥ ga Lo Sle o)l i Jlo

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

Jad! o ST )51 sl guiial opmies 3l Lgallao ; Jlia
Ex: The man, like many other people, left the party early.
S by b Gulill e ot I S ALAT Sy pale 1 JLio

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

il ] o LS TA I s 8 oy d 8 Jid sl gy copg, i Jlie

Now notice something important: in every one of these
examples, the weak interruption set off 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 ¥ ddilull dlia¥) gras b Laga ash Basd of L (¥

ols Aol dlas daaill Has g puigdsll Juolsd e s of b
Alio¥! pae, [ YRV JEIESRWE e P

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:

aShilldba i ddypls plaes ;o9 dusl,ie Xl fuolyall golails JLf oo lis
00 Tor wlelSl paey Jundy cigd 318 udpill wilodlet clolasiiuwl yo
ol 093 wlelSIl oia Bis zilaii ¥ el ciasgg 0da duslyie¥l fuolgall

W5 ot Jlie oy Loy b o llas] Leyé dlad] Sle ,35s

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

(JolS sa> @lle sagy oldl lis 7l L5 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 ;& d>uiidl ()9S5 outside that doorolelSIl cis cdgls> 13
outside that door o - Lis AL dully dle> yuies ¥ ulihole new world
U dled] o prwbad £ Lg5] BUXT Sle olyicl gi> dilie coad
0953 Lgio palss ladd Lo aalgis of ity ¥ deslyicXl Jualgall ols

(AL gl e dlad

Yet outside that door lay a whole new world.
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Here is another example:
5 Jlie b Lesd

*She groped for her cigarettes, and finding them, hastily lit one.
.(&.L)_\.u.! B.\.v-'g u;nJ_i_\lvi Lg."ma‘-g Ui 2y><9 ‘).ﬂa._m.” ulS.Q Lba.a.! el a2d)

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:

o2 4l 4955 and finding them olelST) i ool 13) 3,10 oda -
Ale> cowd Laygas 0dag She groped for her cigarettes hastily lit one
finding them gylaslf baiaé g0 dlad 0is 6 uislyie¥l g3l ol o AL S
Alodl o bl g [giST dpnlyae ¥l 8)Leell 5o fgj> cosud and dalSy
(AL gl e dlod proatl AgXl dlalall Jai @b U]
She groped for her cigarettes and, finding them, hastily lit one.
el LgilSo b drnlyie¥l Juolgdll 5o <5 elli,
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 dladf dulgs of dufay b e plaall b o8 Gles
¥ ST Aladl dylgs of dulay b paibaolall gas] i AL ois
bty dluals LI daviitiy dlo dulgs o il b dlols 1] iS5

L oin b iS5 Laid

Ex: All in all, I think we can say that we’ve done well.
IS pmd JS Liled LSl Jods of LiSe ail saicl Logac :Jlio

RS

&
(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 dliolay Leguio dladl dylay 3 allin all yushyie¥ glaall il Losic
ol Jads basly dluoliy g 095y dled! dilgs 4 b Losicy Jadd
gl b ialyie ¥l glaall Sl Losic Sasy Lo lin
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.

Iis gy ylSa e ol gy plivslyicl glilold glhaoll S ol
pb JSuin baud) dlad slhaeX adis iy o (S« olyicX) gladl

I think we can say that we’ve done well.

r-----------.
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Here are some further examples of weak interruptions
that come at the beginning or at the end.

dyfaddl S8 AU Sl dpslyie Xl pbolalf ois Lo Alio¥l o aupll oL Loy
Aulgdl ol

At the beginning:
ol g
Ex: Having worked for years in Italy, Susan speaks excellent
Italian.

]
I
I
I
I
I
I
I
I
e JSiuy AdUanX) (i Sais Ldllay] 6 olgiand Lglac ey ;Lo I
Ex: Unlike most nations, Britain has no written constitution. |
29550 5o Liillagy ot ot Joodl glaeo puSe Sle i Jlis

Ex: Although he is rich, he is unhappy. |
|

|

|

|

|

I

I

I

I

ol

A el ¥ i sl o el Il Lo

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

b ¥ :g.‘uf\mai lidg 4y Foaua el sl guaolgall plasawl 1 Jlo

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

ey ;e Ay X Aol Glas ol LBypasd 1 JLlie
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Once again, the words set off by a single bracketing ~
comma in these examples could be removed to leave a \?g' :
good sentence. Check this for yourself.

AlioXl oio b Bayio duslyicl dlolsy dlgaall clelSTl of ;<5
wlaaty &35 o oST ol dloy Spanl Lgdi> oiy 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:
lyie ¥ gladlf dylay b Sl Lo LILE 3l deildulf culol S yo sae lia
although Legsh ilalSIl i ST (o g ALolS o> e ooy il
because .( £,JL <) even though (y< @£, JL) though (o £ L)
ablally (50 LolS) whenever (Loaic) when (I3)) if (sxy) after (y¥)
L Lgils @5 rog ilighs 09-SG Lo Bale clal ST aig s Ll duul 2]
[ALio¥] ey cl) dlod! Algs ol Aylay o AU Le
Ex: Although he had eaten an enormous breakfast, he
managed to eat a big lunch.

Jolis oo oS4 add desus jladl disg JST ad oS asl o @i, 1 Jlie
BpaS glat dig

Ex: After the train had left, Ahmed reached the station.
Al ngsf Jung Uasl jale Losss:Jlie
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Ex: If I had enough time, I could manage to help her with her homework.
Lgaxrly 11 8 Lgiaclino yo cuiSanl (LS widy st olS oJ 1 Jlin

Ex: The flight was delayed, because there were technical problems.
Aih oS e Lo colS ¥ glydall dls) Juools 2 stz Jlio

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.

ot Bygadl alelSI ol o oSh dialicXl Juolgall o aSLIL pods Lesic
Aledl o Lol 15 oauiais ¥ Lgily Laalyiel Ledado Jeally S G5 puiluolal)

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

e dalie¥l Juolgall Al slyic¥l glaill plis ¥ ols¥l o ;1S L
ray ool ¥ el Gl e sl olé @3 g SAUYI

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

osils b ey LS B cabgy copdl LB 1l
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&
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 Legossiwi o o ouipslie¥l pulolall Lossuwl glgw
it ¥ il ie¥) ilolall 095 Glesd el gog ol JSiey dovialy
Zis)Lﬁ." ‘q.gé £9—\ TN Lg...c

*Just before unloading the trucks were fired upon.
(@bl ple LIl G| 7 guyaill Jud 8ysilio)

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,L2S Just before unloading the trucks glaall f5)Ladl isliw Eilals
gl oda Juid duslpmeX fuolgdally U5 aey 8y dls po iy @b 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.

A4S Lo 1,45 of o gudally goilf 13 yo oM S ol dayy b Jundl

oS lad) sl ¥ s ts)lald Loualy iell Jod ol cliago ol ,Sisg
aisiS Lo egin
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Here are the rules for using bracketing commas:
i) o) Jlgal) plasuiad selgd L Lasd
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.

e Make sure the words set off are really an interruption.
adi> @y ol (Se unlyicl glado Juadl doinlie ¥l Juolyall g) pasuiwl -
Lo Hle 55 ol p9s dled! o

Basly duslyiel dlols had pasiwl dlodl dilgs ol dilay 5 gladll lis 3T 15 -
Mab juslyicl glais dilic o dlgnill olol Sl i o 2T -

Summary of Commas
YT

There are four types of comma: the listing comma, the joining
comma, the gapping comma and bracketing commas.

dlols alasll dlold opudl dlols Juolosll o glodl dey)l Ilia
AenlyieX) fuolgall cagid
A listing comma can always be replaced by the word and or or:

:or o and dalSy Lashs Lgdlaianl @iy o oS¢ 2 yandl dlaldy

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

osdollaTlg digySUg 5,1 Lo Jines gl 9o Jlie
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Ex: Choose an article from the Guardian, the
Independent or the Times.

Ll gl i i¥1 ol olayd ddusin o dlaa yisl 1 Jlie

Ex: My grandfather is energetic, handsome and
cheerful.

Vo

T09 w99 gty £ Lo sa> 1 Jlio

Ajoining comma must be followed by one of the connecting

words and, or, but, yet or while:

ol or gf and calaself cilelS sasls degrio cilaell dloald 5oS5 ol ot
:while of yet of but

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

a2y gty @ aiST ol pgsw¥l 0y atll jaan of cos LS
Ex: He gets fifty thousands pounds a year, while I get only
twenty!

e Juast Loin Al S8 aps> Gl grses Sle oy 9o Lo
b Lall yoyiee

A gapping comma indicates that you have decided not to

repeat some words which have already occurred in the

sentence:

Jilly S5 a8 diveo olalS 1S5 pac oyl ab el bgidl Alals ;o ds
rdled) 9

Ex: Jupiter is the largest planet and Pluto, the smallest.

90 gigliy Aol degadl CSIgS jo SeS 18] o gl (Lo
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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:

Aladl dlgs of dlay S Lalas] als @F Lo £lgl 8 5 Ladls pugasll Jusled
o0 adis pulu¥l L8 5 Se Colyicl elaio Juolgdll oia Junds Lo Ladlyg

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

cenll Ll Saalive pady obS Lo Lalhs oS, Sl 0,5 oS gl o 1 Lo

Ex: We have a slight problem, to be perfectly frank with you.
oo Lol Lsyo 09ST S ddaiin A1 Sig Lisad 2 Lo
If you’re not sure about your commas, you can check them by
using these rules. Ask yourself these questions:
oia plasawly a8l ol cli€e Juolgall clolasawl 8 cLds cusS )
AL Ale WX elads Jaw iaclgall
1. Can the comma be replaced by and or or?
Sor of and — dlwlall Jlacwl S Ja )
2. Is it followed by one of the connecting words and,
or, but, yet or while?
Swhile of yet of but of and calaself clelS sasls degrio yo Jo .

3. Does it represent the absence of repetition?

41, Salf pac Lgia agll Ja ¥
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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?
Li.bl,.’..clG.hioaﬁha@wml}@!g.éﬂﬁg}&p!m?m}m.z
Salodl o adis> 5 Se

Vo

If the answer to all these questionsis ‘no’, you have done
something wrong. Try these questions on the following
example:

Uas ool wad ¥ ALt ods Le dla¥l el I3l

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.

Hlhaisl

o0 ¥ OF of and Lgd pasiiaws ol o Sc Al b 2yanlf ALols pusid -
RULR

AlolS dlaany degeio while ol yet o but ¢f or gf and Js calaell dlsls pasiw -
L) l,S5 o ¥ Lgdins & oledSII ol glod Bgidl Alols pasuiawl -
gl plado Juasd dpnl il Juolgdd) pasiwl -
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The Colon
O dabad |

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. [

Jgmsl 0 4l i eyl g Lo e Gulid] o cramat I ol () plikaastt |l
dads 1350y Bas) Lalasaiwl Lgd of Gas Ao dayylay Logolasawl i
Bale LgaS sdblune 155) oLiladilf G ¥ (ol Lo Basd o by ¥ol I
deguia 595 ¥ Loy solall plasaawl L6 basly dblue deguio oG Lo |l
I IS dbo ey 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 I

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

terms:

o gees dlic Lasasy b Lo ol ole AI¥all plaladill pasiiug

ple JS 8 (0 ggudgo gy pods bl g Logdow W ppd

sl 38T Sy goupll pudi guiss) peihddd) pasiws @l
Mo sy

39



r-----------.

* . Pos * Pos

More general: more specific
Meadsg Jagad 38T :diogac ;S
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:
oeladill sey b Lod dLolS dlos (iegaia pliladill oS5 Lo LLeg
i ol 3w Aadld a0 0950 Loy ALolS it of ALalS dlo> gy o
plas Xl 8 S by cuiegiio plig5 ¥ bale plikaailly basly dalS
plasiiwl Juandy Lo LI SS00¥T plasiawXl of o @yl iyl
Sl 8
AlLe¥) ey L Lash
Ex: Egypt is facing a terrifying problem: rise in prices.
[Explains what the problem is.]
sle¥) glas)) de dad A1 S0 4yl juao 1 Jlie
(ALS 1) dyale gungs)
Ex: The rule is clear: if you don’t have a plan, you will fail.
[Explains what the clear situation is. ]
Jieds Cbgud dlas Eliad 5 Sy @ 13] ol Baclall : Jlia
(adgll dialo prngy)
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 prmas o Lgil tasly £ o BaSTio colS aal :Jlie
(aig 82810 culS gidl g8 503
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Ex: Several friends have provided me with inspiration: Tim,
Ian and, above all, Larry.

[Identifies the friends in question. ]
5% Laglidy oLls @5 ity slaua¥l ro auanlf Lisg) :JLie
Aoepad sLoa ¥l 5a%)
Ex: We found the place easily: your directions were perfect.

[Explains why we found it easily . ]

Al LS bl alegun gL Lasg 541z Jlo

(dggran LS Fle Ljgie corsn zrungs)

with the specifics coming first and the general summary
afterward:

el aey dolell 8,S a1l b @ dufadl b Juwalasll 505 Lalsy
Ex: Herbert Hoover, Truman, Bill Clinton: all were left-handed.

[l 19ilS mgeiasr poiidS S ologys sdse s :Jlo
Al SISy gyl @day (g-0aSuiun)

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.

15 plaass ¥ pulaaill of suas o Jas¥ dlio¥l aia juyas Lain

|

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

~ |
Adlud] sgm 3 £ i yleads ¥y dblue [
I

ol
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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 plgiell dilgs b s dode ol of pubadill pasas ¥ o0y
Addg of GLS (o spax £33 dosds Jig

Vo

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 anls agoiiia Losic Xgl puladil] digilh clolasiwl bae s
ot iy S o e of gy b olgicg sl olgic 4
Ex: I advise you to read Execution: The Discipline of
Getting Things Done.
0¥l Lg 53 all ddyy Tl siainll QLS clongl lio
You should do this even though no colon may appear on
the cover or the title page of the book itself.
DU e bl jogls pac Jloisl go @iyl i lis Joas of oy
sy OlST ylgic dxdo
Third, the colon may be used in writing ratios:
il S 6 lala a i pasans ad IG5
Ex: Among students of French, women outnumber men by
more than 4:1.

Vit e 2 sty saell 6 Jloyl plasil] 9a5 persaiyal] S o Lo
In formal writing, however, it is usually preferable to write
out ratios in words:

Lol S il DS Jundy Lo ale dugmanyll laSI L6 U5 gog
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Ex: Among students of French, women outnumber men by
more than four to one.

oty Al dyl e s sty Jlodl slasill §9d5 gyl Ml g 1 JLie
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.

o olebuwdl Jundl puladill plasiwl mh SSoa¥l plasiwyl 6 L2,
Ayl X1 AR Loy N ViFe T gl o e cudys Les¥l aie GSLEATI
VYT Gyl 1agd () ddadilf plasiiwl @iy Aol

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

o alro 4S5 by dra)l cllhd) L6 pulaaill plasawl @iy s
g0
The Semicolon

ko gl | kL
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:
paia g Jadd asly sy plasiwl Lgd () dbogdill dlolal)
gyl dBLS ,la3s Losie Basly dle> b puilalS guiles fayyd
A

(1) The two sentences are felt to be too closely related
to be separated by a full stop;

¥ o Lad U;Le-b' obidasyo puled! ol jeeais s ;S ()
() g Loy PN s i
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(2) There is no connecting word which would require a
comma, such as and or but;

but o) and Jie dlwls clbazy calhe dolS Jlis 565y ¥ (1)

(3) The special conditions requiring a colon are v ’

absent.
ol a il plasiiwl cullats Iogysh yélg3 pac (1)
Here is a famous example:
Ex: It was the best of times; it was the worst of times.
Lolgl o olSg wlag¥l Jundl o LS il 1 Jlie
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:

Lo) adgs dladiy Lof Lails dlogaill dlalall Jusiwd of oo pula¥l o

dloli; dBgisno 5o Ley) and delSy of (pulodio guile> ] $ob
S0 i o oS @5 o (ddac

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:
Fec¥l guled] o sy ol o ) i dbagaill dlolall plasuiwl
dlolall Jrnand pueball gulell puled! o g JSiy plasiye
oeibed! o A8)ell g ,iST oo Slaey Lo L2 and Lo dbagasll
Ao 095 ol ey dbgaill dlwlall o 1S Basds ol oy o <I
9 Lo dlogaill dlalalf pasuius ¥ .dLolS dlosy degiiog dlolS dlos
s s
*I don’t like him; not at all.
(@U¥S Lo s ¥ L)

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

(é)-lS)-l'“ é-‘-’ﬂ 5lég :g;.:_y-l).'" S u.i.g_u:g.u pJLr. ol )44) 'aLc gé)
These two examples are wrong, since the semicolon does not
separate complete sentences.

Jodl Jads ¥ dbgaill dlwlall of cos plibls o¥LEU olis
LAlolsl

If a suitable connecting word is used, then a joining

comma is required, rather than a semicolon:

dagllag 95 calaell dluol olé dwlio calac dolS plasiiwl 713
dlngail) dlalall juud

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

competitive.
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e pods Jloyll dislone Loin AS,LEY Lo pgds slanill disloo 1)l

LAowslidl

A semicolon would be impossible in the last example,
since the sequence after the comma is not a complete

Vo

sentence.

¥ JLL S plasiaw¥l dlisiane 0655 of oS dlogaill dluolal)
AlalS dlos> Jie¥ dlolall cdey gidf gulisll of cos

Note, however, that certain connecting words do require
a preceding semicolon. Chief among these are however,
therefore, hence, thus, consequently, nevertheless and
meanwhile:
dbgaio dlwls | plid abell clelS of s of o lis zo
(cUidg)therefore (U3 gag) however Jois wlelSl oisg Lgdiwws
A5 o e£,0lig) nevertheless .(JLillg) consequently (<5 9) hence
(5 ygunt -8) meanwhile
Ex: Saturn was long thought to be the only ringed planet;
however, this is now known not to be the case.
LT gog tylae 4t sid aumgll S Sl g Jomj oLy Slan Tl slaze ) f1: JLia
O JB ade Lo lis ]
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 Gad 5 o g 1 Jo¥1 oran¥l 6 JUI @lae e cuddil a4 Lo
SLaX1 dilgs Joloms 4lS¥

Observe that in these examples the sequence after the
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]

I

semicolon does constitute a complete sentence. And note |

particularly that the word however must be separated by I
a semicolon (or a full stop) from a preceding complete

sentence; this is a very common mistake. i

ALolS dlax Jic ¥ dbgaill dlwolall soy glaall Gl i 6 ail Jas¥ i
ddngi) gl dbogiio dluoliy Lglad @iy of iy however dolS of L] las¥

13> @il Uns 1ing lgule dailw dlolS dla> o (cadys |

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 1

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: I

I

I

I

I

I

I

I

I

I

ol

oeealss Juadl dbagdill Alolall ach pasiiawd ol S pols asly by ls cIlis
dilag 11> dligls dladl rrans Lasic 09y i pulolS pules oMic ¥
P wels @b 092 Lgd (s)Lal) deilio g2Bys ruay SN Juolgslly
dpalell Joolgall o ¥ou dossimo dlogaill Jualgall s A1 ois
dbgaill Juolgall sis dled! 4 dogll cadell guslgs jurodl
t5,Lall Lasic cadgny of o Se o Skol jeost ddledy Lgalasiwl @iy
ALY JE ol aswlasl bnasly

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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Slaeludl Jloe dda¥l cpd Joads ol ¥ dos Jloguadl 6 Lo
ol pulidly Jesdl e pojle ddogindl 2943 o @yl dydl
By9L L] A og>iia oulig 58 6 odereg Lo odos

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:

Jolgallsse <, Ilio JS S lged @byl silade plastwl 2 dlodl oin
o0 sl £33 5 3l Aol A 0is b Lo s> ] meso Lgo
e dladl oSt dbgain dbolay Jawia of oS« dled g5 glagsl

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.

otile> praail dlodf dtliw ilel Jol> (;l g 1is o Jund¥l 4 <I
g0 e pibiadio

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,

r-----------.
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providing your sentence is well punctuated; punctuation is
an aid to understanding, not to respiration.

33 (3T s b 6l o) dbogaill dlolall plasawl 4 LS ¥ Al & Lo
o le Ao JS by jols t5)Lalls aswlail ayb i5lall ladsly olSo juré
@ ad clilas 5955 ol by puaisll Jol o cadgill guslgo asudil sas
gl Aoy @udyall wlodad s JS S Lgad @udyill alode plasuil

(pueiild oty

Summary of colons and semicolons:
radaganl) Juoleatly dsstall Juolgall yasla
e Useacolon to separate a general statement from following

specifics.
o Use a semicolon to connect two complete sentences not
joined by and, or, but, yet or while.
Lgloolis e dole dlo> Jundl dplell dlolall pasiwl -
ol and o gedassye L (uiels puiles Jayyd dbogaill dlolal pasuiwl -
.while of .yet of .but 4f .or

The Apostrophe
() wkad! dbatdf

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.

Vo

0855 Loy gl d¥ dslll @by wlade sl o () Llell dlolall
ol ILS)¥ (o ST jaa )l 1is 555 @B dode (sT s ¥g Baslé Lg L]
*pizza’s, yopes oM A g oy Lilell Alolall Jio alascwXl fou
OPrRT 5y ag> (o9 *video's, *greeting's cards, *ladie’s clothing
dlolad) corny Sasy gadl ELS, X9 »childrens shoes *artists supplies
oS o dpyd 4383 i) Tl el jady diglio Jix juaS Liled)
SIS, X 1id o palsall day, b Juadl ol lgesl pupall g2y LS o

Lallag Lgolsstawl pacy Lolé S0, dlwlall oia 4l 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.

i o Lbedl dbolall gls Ladl gt 5T Olgo e ¢¥50 ol zo,¥lg
dlolal) puoaall jut plasiaw¥l of devaldl 35Lad (g Az Lgio palsll
SUas ¥ 0 57 295 5l 50 ;i Sy grawl ol gas ALnliS Jo 3 g Lol
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Contractions i
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: I
I ololsUa,nadi gonll gl plesdl dlls b Lgalasiwl ou Lbelf atstat |
i b iy 138 oin il Ay 4T delll 0 Lgia ;iST ol Gy B3 I
LLS 6 ool dLio¥l jiST oL Lowd ¥ledl jounts Lol goadl go Le¥)
i Lol SIlg 8azdl pueeadl
| its i
I it is or it has I
I we’ll i
we will or we shall
I they’ve |
they have |
can’t [
can not
he’d I
he would or he had i
1 aren't I
are not
| |
I |
L | | | | | | | | | | | | | ‘
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she’d’ve

she would have

won’t

will not
Note in each case that the apostrophe appears precisely v '
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, justlike all other contractions involving not. And note
also that she’d’ve has two apostrophes, because material has '
been omitted from two positions. '
1dbgig] 8y > ¥ oS0 b Ipad ;g las Lol Alwlall o All> JS 6 LasX
Loyl 1asX are'nt * yudg arent wiSiy cant* gy can't ciSs oo '
glosl gue> Jio Lolé tg N o Lile dlols isly won't Jio 3Ll plesXl o '
a¥ glisgle olilols Ly she'd've i CUIAS JasX not pauats 3l plesX]
(g0 oidl & '
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 chattyrather thanintimidating, '
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. '
ol ity ST eIl QLT b plas¥l pasian of Ladl go pud '
Aoy J81 g CLliS Jo o Lo LI ] s aganslo Jad sl doasig
' CLliS 6 she'd've Jio deale ;28X plésX] pusiiis ¥ Lis dspinilly l
|

L-------------J
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0855 Lgils oMU AI> 6 Lol dpm il Lgsl e 0 6l i¥1 0498 sl
Aelgl) Al b Sy dygy JE
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.
G Ll o Ll ALl all Lgy pogas 3l plgll ;ST Jie ples¥l lia Jio
shelly she'll o GLatl e LIS yorsll dayy s st 5eSy ¥ a6 Lgigay asl
.wellg we'lly .shedg she'dg .wereg we'reg .illg I'llg .cantg t'cang .hellg he'lly
5> dluls ailelS 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:
dlolallilgnlis @i Jh¥g Jrgd widg io ples) grw dilicreidldsnlels
0ing plasiw¥l o lgbliw| 7 ad Job¥l guall o go iyl i Llell
oo Losd Lo Lgaless o dlogass grlatus duo 15y dlls wlol<I]
Jodo¥l Ala¥ Lgue s Lo cilol STl 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

Vo

pasius ¥ L3l AL ollazs¥ly plesdl ou sl of i lis
Llell dlolall Lgss

gym

gymnasium (pgjilesd!)
ad

advertisement (/)
pro

professional (,is0)
deli

delicatessen (dilell doeb¥ gu Joo)
hippo
hippopotamus (,g<f juyé)
tec
detective (ules)
flu
influenza (I;54La%1)
phone
telephone (asls)
copter

helicopter (oS 1s)
cello

violoncello (Jgsiglgrall)
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|

I

gator |

alligator (LSu,f rluws)

quake [

earthquake (J1;J;) |
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.

00 i 90 Hlais ¥l jLais Xy alesXl (o 34l of iy tdole dbgslo 1

5 (b, i2e) Pound J jLazs! b (el ) Mister J Lassi Mr. Job |
Lc) for example J ,Laisle.g. g (331 J.8) before Christ J ,Lais! be

Uit e 1

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 I

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 I

there is no alternative way of writing them. I

Leball ALalalf plasuiw Lged @iy Ll chgplall o Juld cIlin M55y

sy ¥yl el Laleal Ji7 ¥ ¥l b pero s i o) 5,030 |

O'Leary JioLile Juolgas LgiliS @iy sl b ¥ i Jua¥l oils lat¥] i

ot 0dgd (4 JUaXI) D’Angelo (dwswiy2]) d'abbadie (dsaid,¥I)

Ll dlas diy b Ao pud ¥ ales] daadf o

I

I

I

I

ol

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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s b lelS 1 8L Llell Juolgall plasiwl @i Glosd 150
Jio puailiS ¥l glhe &1 5lo @ 09 oadll Ay 4XT dsnll
dxl> 0 19S5 Lals .all gy ‘a9 GiVe (9 'GT (955 iy Sy,
ol 1as (o gulss¥l awe Pood Lossic X] dliwugdl oia Pl.\.:’._?..mx

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
certain set expressions; 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 ‘39°4S war, but
write instead the 19391945 war.

Pio Lile dlwliy bpraid dsvnll L6 cuSS (diw ) year dolS Ll
L>9,L o) .Baroja was a distinctive member of the generation of ‘4A
dcgana b b peub ol lisg (VASA ple Jun b s lguac olS
4L (1344 Jo>) generation of ‘44 3)lic Lo 48 il peid] (o diseo
ol 50 0950 ¥ Leyg olawXT SlESH o dive o dogast Jordo cdpiuns
iy el Lol slits by eLT3 gog .+ generation of VAAA iS5 ]
S ¥ g Byguay iS5 Losie dlolS Ay cilgiudl Ladly waSs o
S14F8 iy ) 14141450 war S| STy £0 warthe 'F4 « L o s

.(14%0
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Unusual plurals
Shiad | gk |

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,
*cream tea's and *mountain bike's if you merely want to talk
about more than one pizza or video or whatever. The same
goes even when you want to pluralize a proper name:

|
dtpng) ged! oo LLS b Lle dlols 1] pasus ¥ dole baclas
SLS¥I L6 @3 09 (20 5 b o A>Ty 50 11T 392 Le Ju3 Il So 2ot ]
mountaing cream teas fine wines .videos .pizzas o oM Lges ! I
pizza, *video's, *fine wine's, *cream tea’s, —xSs ) Lolé Ladl ;04 .bikes
Al guas of Bl iy 5o 48T e iasss of auys elil 5,4 *mountain bike's ||
Lole Lol o ol sy Losie i Gulaiy 58l pudsg U5 I Lo gf I
Ex: She’s trying to keep up with the Joneses. I
09> Alile plas ol Jols o :JLio
ol

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

@l polasmy d3Mg Cariaw @l golasy Aoyl argy Slad L6 Lo
o>

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.

sy bl a4 «Jones'st, Steve's*, Julie's Juud o shod] caSG5 ¥
(el 1in S pasuid oo ST pe doad
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In British usage, we do not use an apostrophe in
pluralizing dates:

Ele)l gas b Lilell dlolall pasiu ¥ ilay,dl plasiaw¥l

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

bl b ol f3a gl 2l

American usage, however, does put an apostrophe here:

Lo Llell dlalill gungs S ya¥) plastw®l 6 el 2o

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

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

Sl jogad 10a B S5 S 5] ¥ el gulas X e
In writing the plurals of numbers, usage varies. Both of the
following may be encountered:
i I I3 oy G (g5 add plasiawX Calisy pls, ¥ o> LS 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
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cases, though, you can avoid the problem entirely simply by

writing out the numerals:

J23 of o Se Lball Alualally puell e Sels can ol 9.5 g1 Al Li

syt Lgiop AL il clie olos¥l olaes b Ul pag gl clilo>
Lo, > pla,¥I d)lS

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:

gyt oo by ga> Al rlisd Lesic Lgie ié ¥ Llell dlolall ols s gog
il gadls Lgule byoall @iy X1 oS baling jut 53] Ao gl dyan ¥

Ex: Mind your p’s and g’s.
'S P's A auiil : Jlie

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

oo dolS 85Uyl sae @S Jlio
Ex: It is very bad style to spatter e.g.'s and i.e.'s through
your writing in this way.

ol 1 le SUliS b ie'sy .gs /i ol 1X s yal (Jlio

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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of clele ety Losic @3 orag Joa5 31 oS 03 LiLell Juolgdll 99
LS 13) Lilell dluolalf pasial L53o| Bolins yod died gasns pods
LS 3] Lgoasnians ¥ ST roungll §2a% Sl o vl gaw 1in

Lgigas Lalé dovinlg dugaSll ddpuall

Possessives

ol | 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 o Tom's family Jio 4uSU ddn b pasiaws Llell dlolall
oelil el oy 53l Llelf dLalall plasiial oo iay cigarettes
dilgs b 8 dblaly 5eSs LS deiw rddauy dewlwXl daclally

el dliol (yog AedSII
Lisa's essay

fud dllin
England’s navy
152041 Jo s
my brother's arm
‘:,_"f! gly3

Wittgenstein's last book
alisdiintigd pus X1 GLSTI
children’s shoes
Jlalo¥f &yis
women's clothing
sl Guodla
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the aircraft's black box
5)."1.]4.” .19_\.\:‘X| ég.\.i..a.”
somebody's umbrella

l-A . & - I I-
a week's work
&9.,_\»%‘ qu.:
8 This rule applies in most cases even with a name ending in s:
| 'S ot gy $3 ¥l 2o i ol ¥l L] b Gutais baclall 0in
| Thomas'sjob
koot ddylag
[ the bus’s arrival
| aLsld! Jouoy
James's fiancée
I -
| Steve Davis's victory
I Q.u._n_éb . Je-av )Lna.\“.ﬂ
There are three types of exception. First, a plural noun which
p P p
I already ends in s takes only a following apostrophe:
y y g ap P

&

s o Glab ,gii sl podf @l ¥l slittw¥l o glos A3 Slin
a2y dlind Indd gings

students' books
Ml cas

my parents' wedding
salg LaLs;

both players’ injuries
eI S bl

]
|
|
|
|
|
|
I
I
|
|
|
|
|
|
|
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|
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|
|
ol
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the Klingons’ attack

\

HymidS sy

the ladies’ room
o]l 49,2

two weeks’ work

A
oregl Jac ’
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.

¥ nid @5 109 8 oy lolSIf oia Ghaii ¥ yid alaio ol lis
bs o gai S padl oo of sl of clide (ST s oy i SS
)i womeny children FolS g0 JB oS duslell dzpall

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

19> e dydlnl s — glais ¥
Socrates’ philosophy
blydan daanls
Saint Saens' music
Ulysses’s companions
FOUE V-2 1708
Shakespeare's plays
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The final class of exceptions is pronouns. Note the following:
ol Lo as¥ ilaunll o cleliisw¥l o byus ¥l degad

Ex: He lost his book.
aliS aad6 aal:Jlie
Ex: Which seats are ours?
SLaclao sclall
Ex: The bull lowered its head.
Al Hoidl pas s
Ex: Whose are these spectacles?
S, Uasdl ads ol

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

I3 Lle dlols 3l ¥ dolS oing .dSlall its dings pols JSiu X

*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 eudyill clode slhasd 38T yo anSI o Uas lis
sl Lo LSl o 4laS 5 6 gilase Ay AXT A2l ol
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oI JXs pesly Ll fis gosline slyall o piSIf Jod Cig it's
it's LolS of Jasd of clile 53)) adarin Loy Jgadl oo adf rud
its’ dolS Jlia juidg it hasg is it jlais) ;o9 4Slo jrous o
its dodST 5] gilid Las 1iag
The same goes for possessive whose: this cannot be
spelled as *who’s, though again there is a word who’, a
contraction of who is or of who has, as in Who's your friend?
or Who's got a corkscrew?
— alings S« ¥ lis :whose dSU jois e Gudaiy piudl puds
who o who is LolSJ Lz o9 Who's dolS Jlis ol oo <L .who's*
who’s got a can opener? 93 who’s your friend? u—" LeS .has
Note, however, that the indefinite pronoun one forms an
ordinary possessive one’s, as in One must choose one’s words
carefully.
o8 LaS one’s dusle 4:S1o JS Gy 0ne 8, Sl o of B3 of clule L5 aag
One must choose one’s words carefully.
Ayliny aolS sy ol 3all Sle aai
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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deguio Lbe dluols capins Losic asl o9 S lots g, dads cllia
Llell dlolall Jud b sl g miull ASUL (ye yucesl] Indaé dluols of §
Aioein Ay L&) A0l S 595 o aing dudad > dupul S dalS 9y o ity
d9)leg ladie*r dolS Jlin jud ai¥ ladie’s shoes* a,Lc (oS5 clIAT JliaSy
0¥ dlady’s shoes* aly dyisl Yoo b mod Lo glias of <e ¥ clls Lo
20 ¥ 1ie o G By dyis] pudy lamadl Jol g dyis g 3
Jladies’ shoes ,» douuall d2anlly 4l
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.
slisal 8% le Jla ol ¥ Gudl pladl e Lias sic sl
eSS alies 9o LeS (Jlayl puade) men's clothingesSs Lisl o @é, b
o0 Ba>lg dalS sei cosinl aBy Lile dlualé g3 da>lg 4olSS menswear
) childrenswear* o] womenswear+ i< ¥ Lii S| PRWES (PE I

The Hyphen
o |
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.
pasiias Al JS 56 tdlo ol basae wlolasiwl Lg () Aoyl
Bos5 ¥ g a5l ALlS dalS J<in ¥ Gla 9o Lo ol oled
clolasawXl jaey b ail o @yl dbluo Laseyy byl Job
Ablue Lgled of Losey 5055 of 0S¢
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Most obviously, a hyphen is used to indicate that along

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

dlgb dolS o Lo AI¥all pusiiuws dlo il of oo Lol ruslgdl 0¥
powdl dilgs - Lgoands

Ex: We were dismayed at having to listen to these v ’

utterly inconse-

quential remarks.

B AL dealailf e cladeslf oda Lisgw Losic poldl Lye & sl Jlie
You should avoid such word splitting whenever possible. If
itis unavoidable, 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
ol Job> aio ¥ ;%1 LS 3]y LS 0¥ jady dalSII ol cuions of i
OLS 8 Loyl &5 Ll (yo 2 STsg Lya5 pelilato ol ] AedSI yla s

eawlil)

b o sld] 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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|

I

containing no other information. Best of all, many word |

processors will perform hyphenation automatically, and you i
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.

i b AU dralaall guslgll sie Lanyba i @iy of odel ollg¥] oliol<II |

Ly 8 S I3y Lols (idlSio iy Al Loylad @iy &SI dal<Il o ]

0 S pugalall gty of GLiSe Ao o dolS Ja i ab pgds sl gunglly I
S Ao il ad s o 5 Se il QLS el et glolall 3 aud! puolg )

Slogleo e 5958 ¥ dlopiull ungs dusls (urolgd (g (upmblidl paes of ]
ol gty I oda Jia b dloy il of Basd5 ol s Jles¥l JS Lo sp5]

A il Al 6 Ty sl s dolgs S i I

The hyphen is also used in writing compound words which, |

without the hyphen, would be ambiguous, hard to read or i
overlylong. There is room for individual taste and judgement;

nevertheless, certain principles may be identified. These are: |

0953 2B ol gy ) AS L Lol SIS 6 Lo pasiws dloy ] i
@Sy 5ayall Godill jus Lio dolall dligls 95 ol Lg3lyd conunyg dunole

09 2elodll pamy 1B @i ol by LIS gog (masiall ]

I

I

I

I

I

I

I

ol

(1) Above all, strive for clarity;
Tonell Gudnil gl fis JS b ()
(2) Don't use a hyphen unless it's necessary;
Bygmo dlis (S5 @f Lo dlopds pasiiaws ¥ (T
(3) Where possible, follow established usage.
arill plasswXl gl LS LS Loi> (¥
On this last point, consult a good dictionary; Collins
or Longman is recommended.

Sl o G gleded of ideS Jio diis Livgold gy byus ¥l dladilf ois 6
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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.

$(2,¥1 Ia) landowners glland-owners of land owners <5 Jo

G AL dspnll Jundl ST oS> 2035 of baing . Se fis JS

dbo i) plasuinnl Lt Lgs] So ilgislyd gy dunoll jul 9o Lgd]

LoyLiiels 3idgSg laded Jub 5o Lgule +uSTill @y ddvunll 0do of Cusg
solielf dialf 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.

18-S smblizo) electromagnetic JiLas electro-magnetic ;< ko
ool s¥5e o dessaadl o kb A0l o glefely jideS ASh
Cocdiny 2)9aamST Gugeld ST slize JSn pllall (o

Lgd an ¥ dbo, & Sl dygidl atiin 6 pllaally

The hyphen is regularly used in writing so-called “double-
barrelled” names: José-Maria Olazébal, 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- :aS,l) Ablell slowl LS b sbine JSdy pasiws dboy il
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Maria Olazabal, Jean-Paul Gaultier, Claude Lévi-Strauss, Philip
oolindy slaww¥l ois yolasy puidl o, 8¥1 yaey el gog ..Johnson-Laird
C,‘l Lasls o~z Jean Paul Sartre, Hillary Rodham Clinton :dlb, &) 8i>

¥ coslo plasiiwl pyis

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

Slarall Al 8 Aoy gung iy of dsle syamatl 50 9951 ieg s b Lia
ol Lo oyl5 .S, 10 dagousll
Ex: She gave him a good-night kiss.
Sladl I elagdl AL Lginl culacl aal : Jlio
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 a>lg Se sda §00d-nNight of Lot dyjgpis SLI JLLS 58 dlo, Gl
Alggraany 5Ll dasn of oS ddopiall gy
Here are some further examples:
(ALio¥! (o sl el
Ex: Her dress is light green.
She’s wearing a light-green dress.
Bl 5T Gliws $55 o Lo
Ex: This suit is worth one thousand pounds.
This is a thousand-pound suit.
i all G Al oda : Jlis

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

e Sy Lgab ySanll & dllaae ods 1 Lo
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Her son is ten years old.
She has a ten-year-old son. >
plocl 8ysiie oyac ol Lgaad o 1 Jlie
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 L lig S U1 dugonill wlaidll oin Jio b dboybll pusiisl
a 20 puai Bygmally yd a light-green dress :ogsll Ij)g,..’a 095
our first class < —aliss our first-class discussiong :light green dress

o

dliag .a rusty nail-cutter .« aliss a rusty nail cutterg «discussion
.a woman-hating religiong a woman hating religiongyu §,Le
a long-standing friend
not *a long standing friend
@l Geao
well-defined rules
not *well defined rules
> B3a>o sclgd
a copper-producing region
not *a copper producing region
a low-scoring match
not *a low scoring match
olaa¥l alds al,leo
little-expected news
not *little expected news
gdoill ALuls Lo

r-----------.
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a green-eyed beauty
not *a green eyed beauty
sl peell Jlo
a salt-and-pepper moustache
not *a salt and pepper moustache
(3g-5¥lg i us¥l yo Gl o Jads) Jad,l oLl
a far-ranging investigation
not *a far ranging investigation
Gl gwlg w2
her Swiss-German ancestry
not *her Swiss German ancestry
Ogyssgall LY Laslas
her new-found freedom
not *her new found freedom
o> dadsSl Lgiy,>

Old-fashioned usage, especially in Britain, favours excessive
hyphenation, producing such formsasto-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.
242 Le Bl dboy S Sosy Lillay 6 Lguas cadll olasitawX]
o s
Jiog Hull-stop ,<>g9 semi-colon ¢ ski-ingg co-operateg to-day
of S o f¥16 gt on of Sty Lg) Ban ¥ dboy Gl ods
pasvias ¥ :full stopg semicolong skiingg cooperateg today iS5
Aaleddionl lg) oS5 o Lo by

4
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Prefixes present special problems. She’s repainting the ~ 3
lounge seems unobjectionable, but She’s reliving her \?g' '
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’].
) She’s repainting the lounge Jio dloxs duols oS o Lgd dSaldl
She's reliving her ;I (alyicl axg sl Lgad gam ¥ (ALl ylos apes
ol iy Lg3elyd miny Loy (saa> oo Lgilgals ies o) childhood
She re- 4dlqdly .She’s re-living her childhood g Lo Lgitlow sley
She recovered the ;¢ calisy (aS5,¥1 ddass cislel) .covered the sofa
(4S5,¥1 coslesawl) sofa

miniskirt
(B8 B)95)
but mini-aircraft
by byiLls)
nonviolent
(daic pul)
but non-negotiable
(ooglasl] Jld ,u2)
prejudge
(Lo Lo @Sony)

but pre-empt
(A2 Gl oy cllazy)
antisocial
(Gelozs slns)

r-----------.
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but anti-aircraft
(wlyplall slag)

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 dolSTl 35))8 sy Losic ndd dlo,dull iy
ASLf pae Al 8 s gugolay yeiwl Lasls *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:

509 dladio dalS cilS ol LoS s ¥l Loy disldl ol Ias¥ dewlilly
ol Lo Las dllia ols o3

*post war period )

(3 oy Lo 5y58)
*non communist countries
(A guiadl jl Joadl)
*mini computer
(20 y5900S)

There are three cases in which a hyphen is absolutely
required after a prefix. First, if a capital letter or a
numeral follows:
I5) Xol sl aey dugllne dloydull Lgud pos ¥l &M cllin
13, ol (capital) ju S by> Lgacl
non-EC countries
9,981 gaifl i 6 Jg
un-American activities
S0l e dla ¥

3
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pre-Newtonian physics

s b Loslins TS '

\

L

anti-French feeling

dpaaiyall sball ool
post-Napoleonic Europe
09l a2y Ligygl
pre-1500 English literature
10+ Jud sl S X1 Cs¥]

Second, if the prefix is added to a word which already
contains a hyphen:
dolS ) Gilias &Ll cols 13 A5G
non-bribe-taking politicians
Bgdio Il pgasly ¥ pidl Al
non-stress-timed languages
cudgll dbg g yui wilelll
an un-re-elected politician
alsuiil sles ¥ aulisw
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 bylue yaill oyons cacginmg of cl)LB o gigss ol 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:
AL oin i dilus soid diSye dolS LI dislf ddlaf 7 13) 5
' e Badll pae el Aoy Lgawds ddladl Jlawl @i ol b
' ALl bgl,3

—— gt —————
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twentieth century
gyieell oyall
but pre-twentieth-century music
oieedl opall b Lo hsigo
cold war
8Ll )3
but our post-cold-war world
3oLl oy df aey Lille
Again, your readers will not thank you for writing something
like *our postcold-war world (or, still worse, *our postcold war
world).
o0 lgs¥1 gl) *our postcold-war world i3 oo s &S ELlE s o
.(*our postcold war world &L

Capital Letters
§ el | g |
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.
bl o ST @uByall cilode (o I daadd 6 conind 8y SII gy
@lizo b Al 0955 Lgolasinwl scled Lia Lgeo Jolell
) Y
(a) The first word of a sentence, or of a fragment, begins
with a capital letter:
:capital yoo S oy Ias dlod oo ¥l dalSH (f
Ex: Will anyone now alive live to see a colony on the
moon? Probably not.
$addl o le Brasinns sl ¥l sla¥l o ol hanw Jo e
s :c_y-;Xl

(£
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Ex: Few pupils can locate Iraq or Japan on a map of the world.
290 lgassm o pgalatn uidl @ oMl oo AL Ll dla:Jlie
olledl dlayys e gLLII of 32l
(b) The names of the days of the week, and of the
months of the year, are written with a capital letter:
oS Sy LguliS ©ny Al jegaby gern¥l pbl slowd (o
:capital
Ex: Next Sunday France will hold a general election.
dsle Sl Luyd 553 g palall as¥ pgy : Jlio
Ex: Mozart was born on 27 January, 1756.
VO iy TV b oylia oty i JLia
Ex: Football practice takes place on Wednesdays and
Fridays.
e adl pgug sleny¥l pgy b Bl padll 8,S dasyle :JLia
However, the names of seasons are not written with a
capital:
S Gy g0 s Joun a1l lasl U5 gag
Ex: Like cricket, baseball is played in the summer.
il 58 Josnd) coed @iy cn ST S dued Jio 1l
Do not write *"... in the Summer".
LN I PLANIRE <1
(c) The names of languages are always written with a capital
letter. Be careful about this; it's a very common mistake.
Las fia die oLy puyisl S oy i3Sy Lo Ladls wlellf slo (¢
I pild
Ex: Juliet speaks English, French, Italian and Portuguese.
Adlettlg AudlayXlg deiyally dyal £X1 A2 U Srasnsy oo o JLio
Ex: I need to work on my Spanish irregular verbs.
(g B3 Al JLed¥l yowd I rlisl Jlie

[
[
[
[
[
[
[
I
[
[
I
[
[
L

~
(<))



. . . e *0

|
I
Ex :Among the major languages of India are Hindi ,Gujarati ||
and Tamil.
Juolidly ihlalgag duaigdl sigdly Ayl wlalll o g (Lo '
These days, few students study Latin and Greek. |
Ailigdly A amwyay idl @ MYl o ALLET ALaTS pLi¥I ois b ;Lo
Note, however, that names of disciplines and school su:bjects ]
are not capitalized unless they happen to be the names of |
languages:
gy plasianl @iy ¥ dswlyadl slglly codlaw¥l closwl ol Las¥ clls gag i
rolsd slowl S5 @f Lo Lgdgl 6 8yeS ||
Ex: I'm doing A-levels in history, geography and English.
Ayl S Ao llg Lidl, e g fuylidl L Bjlie wlpmads Lle Juas Ul lio 1
Ex: Newton made important contributions to physics and |
mathematics.
She is studying French literature. 1
bl llg sbidll 6 dogo lolganl oigss mgul Jlia ||
comaa ) Can¥ uyad s i Lo
(d) Words that express a connection with a particulal‘ place I
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 ¥l 555 ol iy e LS Jladh e e Sl wled < (5 I
dolSo @5 oy drdydl Lguileo Lgd 095y Losic 8yaS Lgin HoX]
s S oy Ias o 2.5y French |
Ex: The result of the French election is still in doubt. i
el gunga ully ¥ syl GLsai¥) dses  JLio
Ex: The American and Russian negotigltors are close to agreement. |
3L Juogill el e g lly GLSs,a¥] Ggunglazl) : Lo I
I
ol
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Ex: There are no mountains in the Dutch landscape.
pailygll ol BT 5 Jls s gt Jlie
(e) Words that identify nationalities or ethnic groups
must be capitalized:
lass ol iy dudyell clelod! of wliwidf sad 3l ololSTf (o
B yus S 99y
Ex: Lebanon is one of the most attractive countries.
il LN ,3ST o Baslg plid 1 Jlie
Ex: The Serbs and the Croats have become bitter enemies.
99 (gae wilgySIlg Lipall pumal :Jlio
Ex: Paris is the capital of France

Vo

Lisiyd dawole S upls Jlie
(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 Lagolasuiwl @i oLS Loaic (pauily ag-w) whiteg black LielS il (g
LgliS pglundey 0BT bl (0 jud S L5 209 S By ad ¥ el
 agaliins dudye wliw Slal ST 0is o pgymis @@ ¥ aS iy begasa
{(s2igdly iealh) Indian of Chinese
Ex: The case angered many Black Americans.
gmadl LS, 0¥ o i S A sl copn el wal : Jlio
You may capitalize these words or not, as you prefer, but be
consistent.
Juads Lo s> X gl 8ynS Slal STl 0ds o o1 g, LSy pods L,
Jb e endl <3
(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 i wdl gl el 9o @lell Xl ByuaS gy Taus Ladls pMe¥) plosl
ALY pany L Lo o dias ol Ao of ol gl pasids
Ex: Shakespeare is one of the greatest poets of all times.
OLa;¥T ASLS 6 ¢l S @lac (o IXsly e Sk ey 1 Lo
Ex: The Golden Gate Bridge towers above San Francisco
Bay.
Sumilyd plaw zds gley o gade 595 1 JLe
Ex: There will be a debate between Professor Lacey and
Doctor Davis.

]
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I
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I

I

RVE RRPEL PG SUNNE YN [NFRN NENC [P NPE T PRWEN LD
Ex: The Queen will address the House of Commons today. |
Pt pyaell yuld dolS AU asgs g Jlio

Ex: Many people mistakenly believe that Mexico is in South '
America. 1 |
Agid! (Sl S 23 LS o Uas pulidl ro g9, ST adiey  JLis [
Ex: My friend ]uli‘e is training for the Winter Olympics. i
Aggiabull ddgXl le U s g Sidsas 1 Jlie

wo I

I

I

I

I

I

ol

Observe the difference between the next two examples:
(e HUIEL o gyladl IasX
Ex: We have asked for a meeting with the President.
oyl 2o glain¥ Ll a2t Jlio
Ex: I would like to be the president of a big company.
By S ASHAT LSSy 59T of ool Lo
In the first, the title the President is capitalized because itis a

9
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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.
iy il ¥ 5 € Gy Tan (SN President walll JLitf
dalS ¥ € by cllis pund S JBL S8 Lol aisy pase & )
R0 gasul ) peiles 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 as having 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 gemal ol dublyadl Ghlill slowl go dlais dlS b Jlin
Southeast Asiag (Lwwg¥! §,iull) the Middle East uiSs Lo asled Lgulc
LSt ddg,2 a9 yae Ll Lo Lgall Jlasy Glalill odm ¥ (Lol @b cigis)
{aid 3,8 wgix) southeast Londong (Lg,gl Jaswg) central Europe uiSs
agamnilly sadll oo doyadl puds e Lgil Sle Lgd] aty X glalill ads X
southerng (Ludyyd) g 29 49 caul) South Africa o §)ladl bas¥
(Ldiayd] o gid £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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las ¥ LI S cilolS e soad pinl Juol ol dives Glal] of Ias¥
Leonardo da Vinci iS5 @i ;09 .de, du, da, von, van Jio ;S 99,
General .((-f9-giss oLé zudagd) Ludwig van Beethoven (—iuid 1y 9a)Lig])
Daphne Du Maurier iS5 sys) dosli yog (Elilga 596 Jlyis) von Moltke
Lglonsy il goall oo 0in o¥ (&l plé cbis) Dick Van Dykeg (590 95 ¢y813)
RUES P):‘) R Z\.i.).@li.ll oo aSh il jglay Losice slow¥l 0ia wilsel
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 pt o gilonw] DS oy P pelindy pulidl oo dLlS Al
k. d. Si2lly (2is0gS sl ) €. €. cummings ,eliul Jio MUY Lo 8ysS
iy Slofasiw¥ ok i ol i (2¥ 53 ,S) lang
(h) The names of distinctive historical periods are
capitalized:
ByanS gy T3 Bl Ay Ll il yiddl elosl (2
Ex: London was a prosperous city during the Middle Ages.
gl jenell 6 8ymsie diae paid colS :Jlia
Ex: Britain was the first country to profit from the Industrial
Revolution.
el 593l o sdiai dlgs Jof Lollayy =olS :Jlie
Ex: The Greeks were already in Greece during the Bronze
Age.
$rerdl anll i oligudl 6 Joally ouilioedl olS :JLio
(i) The names of festivals and holy days are
capitalized:
1By S gy Lagay oy dawadll pl¥lg oilile¥lg cbileygll slosw (b
Ex: We have long breaks at Christmas and Easter.
geadll sieq pulaun, <1 56 Al cfjlsf 3L 1 Lo
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Ex: During Ramadan, one may not eat before sundown.
oseill gyl Jub JSL ol il jem ¥ pline, b 1 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:
Oles¥l slanwl EL15 8 Le 8yaS gy T Al cilbollnall (o 43S (s
dino cluased olally duglow clislso wlall ol sloswl gl Lgaeilsy
D dawado oiS slowly dago Slast glowly dago
Ex: An atheist is a person who does not believe in God.
Al pahs ¥ s g6 ol 1 Jlia
Ex: The principal religions of Japan are Shinto and Buddhism.
Adgdly giinaidl Las pbbdl 6 byl plubadl : Jle
Ex: The Prophet was born in Mecca.

A4S b il oty Jlie
Ex: The Last Supper took place on the night before the Crucifixion.
gemsell s g Sl AL 6 s ¥ gldeell Gias: JLio
Note, however, that the word god is not capitalized when it
refers to a pagan deity:
Losic 178 Lgio Jo¥I b3 iSy ¥ (adf) goddelS o LasX s gog
(=9 29420 ] e
Ex: Poseidon was the Greek god of the sea.
ool aie ponJl adl olS (ygasngy ( Jlo
(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):

r-----------.
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o Bauydl of AL of @liall o Banall of dusmy il ol (LS Glgic Taw (&

dolS JST duilly Ig¥ Aol Sl dpanilly ;S by dud gl degla sl

oS Gy a5 ¥ of, the, and, in Jio dptall ool S o Siec) dI¥s ol

o o¥ dalSIl Lo oS5 @l L

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

Spmbeall cen” 9.@)? sl Jlio

Ex: The Round Tower was written by Catherine Cookson.

09wS 98 5yilS LgaiS " pasaal) I 1 JLo

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

novels.

Byl ggsssy00 ieS wlile; ;ST ] o "LLE 5 2 S¥T el ;i
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:

Samiy s3) @llell 6 Lo s guuall ;ST asl 98 Gow Lo :dols Ao
Ll o opd S Lglindy sys s Glis i3 gog s l4XI
$lg Oloint Lndd No¥I Aal<Il o Jo¥l byl iS5 davalloin Lo
olow¥ capital 8,S 56S5 o dvwbal daay cllass 5,30 wlelS

(AL gidl e 5955 Al LU plasianliy dldio
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.
STy Lgale cods cbl Ul s eall 56ls oo Bl pasuiws of clise
AST Al AGl dspnlly Leslas] Sle juay clales a3 o oS
LS glial o Balizog deeslS¥T JSlondl L6 (dole Lgil oo @)
Ho¥l Al S as i Lo Ladls el 33wy
(1) The first word of a direct quotation, repeating someone
else’s exact words, is always capitalized if the quotation is a
complete sentence:
ooLB¥T LS 13) e S )y T Lo Lol pbilia pulaidl oo o1 ol I (1)
ALolS dlo>
Ex: Thomas Edison famously observed “Genius is one per
cent inspiration and ninety-nine per cent perspiration.”
Ay plgdl DILL sty dyydell” byugis]] gl yulogs JIgdl (o :JLio
Mag AUL Hgeasy
But there is no capital letter if the quotation is not a
complete sentence:
1alalS dlo> poliadX] oSy @) 5] juS Sy plasiianl @iy ¥ (S
Ex: The Minister described the latest unemployment figures
as "disappointing".
tdlasa® Ll AUl pla)] 5T el caung 1 JLio
(m) The brand names of manufacturers and their products
are capitalized:

1B yuS gy a3 mgiloniing (riuael] AS)U clasl (o)
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Ex: Maxine has bought a second-hand Ford Escort.
ilastie el 358 Blosw e SLa eyl 1 JLie
Ex: Almost everybody owns a Sony Walkman.
(g plaSTy cllic grad! Loyas 1 Jlie
(n) Roman numerals are usually capitalized:
By S gy T3 duilogyll o8 ¥1 (
Ex: It is no easy task to multiply LIX by XXIV using Roman numerals.
Ailogydl pLE)¥T plasuiswly XXIV 8 LIX iypuad of dlgaw dago o 1 Jlio
Ex: King Alfonso XIII handed over power to General Primo
de Rivera.
Sydy 53 gt Jlindd ddali) @l pidve EILTI gandgal] 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.
Lgolasuinl @iy bpaduntl duilogll ald,¥I o oo @ilidl ausall sliiswXlg
i ST 2] o ¥ il @y dysd
(o) The pronoun I is always capitalized:
e S ooy oy Lo Lils | pgunl (-
Ex: She thought I'd borrowed her keys, but I hadn't.
Jodl @ ST g silao coinyidl il a3 olS adl ;Lo
Itis possible to write an entire word or phrase in capital
letters in order to emphasize it:
gele 2855 S 8yS B>l dlalS Blic gl dolS iS5 ol (ol 5
Ex: There is ABSOLUTELY NO EVIDENCE to support this
conjecture.
el 1is eeas Lillag &0l Jlis g 1 Jlia
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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:
gy 2 STl e et pae Jundy ple avgy aild lls po @iyl
Sy Aol 1o ol gpapmndl o osaly Alilo gpon Sy BpS
tladd asly s aia a>gs ¥ Lo Lk of I 8,LEX0 5,4 1S
Ex: The equator runs through the middle of Brazil.
il Tasg b glonawd¥l s et Jlin
Ex: Admiral Peary was the first person to fly over the north pole.
Alamiall da a1l §gb puday pase il Jol obS par Jlraos¥] Jlio
Ex: The universe is thought to be about 15 billion years old.
A gguds 10 g 0y0e (ygSl ol sdies:Jlio
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.
Al ZhE ¥ LglS 35Sl el cdadlly glgiwXl s slelSI Lia
ooyl el paesy agasally edel slosl coued g3¥ By oo
g gy ¥ oS0 as w0y ¥ fin s &yl Lo 8y0eS cigys plasi
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.
o0 dlo ol gleily divea whlais) LS 6 5K Ggyd pasiig
Sy Glly sluvwilly olelaiall 8yt flowXl clli é Le wlolsI
ML guglic g gyl LS g
Summary of Capital Letters:
: Capital Letters v s S3) (89,3 jasla
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Capitalize
a el ¥ b capital 1S Jo¥1 o, 4 i)
the first word of a sentence

dledl yo JgXI dalSi+
o the name of a day or a month
8T ol potl nf *
o the name of a language
asll) el *
o aword expressing a connection with a place
20 plSee ol (e s dalS
o the name of a nationality or an ethnic group
dudye dogono gl dpaidl @l *
a proper name
ele @l *
e the name of a historical period
dasyls 838 @l *
o the name of a holiday
Bilr] sl *

o asignificant religious term

al%s 93 i pllino *
. the first word, and each significant word, of a
title

Olie b Al¥s el dolS JSg gl dolsI) +
. the first word of a direct quotation which is a
sentence

dlo> Jie miilio puliadl go Hg¥ Lol +

- a brand name
AS)LQ ﬂa&‘ *
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- a Roman numeral

ilegy o8y * \-/
- the pronoun I
| pquanldl *
Abbreviations y
|y b ¥ v ’

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.
Bygua iS5 of oS¢ )lic of dolS LlST spnise daiyls go HlaisX
Doctor s ¥ Dr Kinsey i of cliSe JE Jumw L le Uity .dlolS
GL&J" oS~ forexample &,Lc Jilb Doctor 4.elSJ jLais| Dr Lia .Kinsey
2.9 Al paiss ol
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.)
Shlais¥l badd Aol LS b pasius Lo i il ollaisy]
dnild olall dwldl allats¥l oo 5, Sio b Lgolasawl @i I
Mr Willis, Dr ;20 gosiil gl go Lgolasiwl by losic diveo
Mrs, pealll of Jas¥) . Livingstone Mrs Thatcher, Ms Harmon, St Joan
sl oliSy ¥ Logil oo @@l i puylaislS Legeo Joleill oty Ms
.(5,.&? ddsb
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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.
ssidyy) Prof. Chomsky :day,ball puaiy s,s¥l Glal¥l jlass) o Gl
209 -(glgaisd yall) Mgr. Lindemann (&ygs wuid) ) Sgt. Yorke (Sowagais
Losic dlalSIf d3enlly gugliall oin S piSy Jund¥l o poSs bole Ll
Monsignor Lindemann, Proessor Chomsky, Sergeant :dlo> ;4 Lg-oasuiaws
Jio direo guslga e bpuaiio 395G of Juad¥l oo buaidl gually Yorke

9sadl slaslesg footnotes dulaswdl S-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 cllats¥l ois 6 () caderll clode plasiiwl 11> 1as¥
oedy ! Janiss Sl l)lais Xl 6 () wadeid] dodle Sy iy,
Jndig Mr, Mrs, Ms, Dr and St Jic da>ly dolST ,os¥lg Jo¥I
clls gog adys dlaiiy Mr, Mrs, Ms,, Dr, St. gsgﬂm plasiaw¥l
o 5 LS cadys ddnai ) zlid 550 bl olal¥) olaes

o3Lef
A person's initials are a kind of abbreviation, and these

are usually followed by full stops: John D. Rockefeller, C.
Aubrey Smith, O. ]. 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 J Simpson.

Bale oiog Hlais¥l o i any Lo pasisd @l oo Sg¥] ogyd
cadeill dladiy degiia 335 Lot John D. Rockefeller (yo>
0955 ell3 2ag pewrariv v gl e gl L SLedi Sy, 50
093 @l o oI g, ode LS Jio sy JSin Jlis
adgill dlaas: 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 amy) pmy (gladl Jud) am Les pleild oyl gl lais) Sliag
ooLais¥l uis ol LisX Xeido 5eSy Lash lisg six p.m, am 1.
plasiw¥l ol g @e L) ilasdl plasiw¥l L6 S By glan ¥

(iBys Jadi ygag Byeus bgyouy SIX PM M ) o0+ Jundy oy o]
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:
jed] Byt gy LagiliS i Lo dsle .adg .b.C ollais¥l Lo
el 230 awy of Jub g, fol]
Ex: According to tradition, Rome was founded in 753 b.c.
SN 1 VOF 5 Lag, puanls 7 anle )leto oo Ll ik 1 Jlio
Ex: The emperor Ve”spasian died in a.d. 79. or
Ex: The emperor Vespasian died in 79 a.d.
Ao VA 8 5095 plisulisnnd jodol X 1 JLio
It is traditional, and recomme’nd»ed, to write a.d. before the
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date, but nowadays it is often written after.
e pL¥1 aia ST guyladl Jud.a.d wiSS of 4y guoslly ale b)leill oo
bl asy CaSS Lo
Summary of abbreviations:
HANIPN-EL (IRVNEN DY
e Do not use an abbreviation that can easily be avoided.
A 4t (S lass) pasuiws X+
e Inan abbreviation, use full stops and capital letters in the
conventional way.
Bsliel) daylally by ST ogpdly caBoall bolas pasuiwl Lais¥) b
e Do not forget to punctuate the rest of the sentence
normally.
dreds ddytey dled 3L b @Byt clodle plasiwl Guis X+
Quotation Marks and Direct Quotations
YRR U N AL L PP
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 ipeegd ia ol did> Lo o> I sadey pamaill alodle plasiwl
plasiw¥l wdole daclaSy (7 7) drgipa pawais wlaleg () dayda yoralis
5SI Bayill panaitll clodle plasiul il b Juady bsle olS iyl
plasaw¥l Jnds Lo Laslag auliie JSby Ll dogapll pamaialf cilode godss
o drgll paraitll clole plasdly drgpll paraisll aledle ,Soyo¥]
“ L5 s rang] il plasia¥ g ing bassc Liyo Lgd diid
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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:
paraisll Lole ok aagd Jg pol paraisl alodel udyll plasaw]

ALio¥ pany oL Lawd pdldl puliad¥]
Ex: Madonna is fond of declaring "I'm not ashamed of
anything."

Vo

Tt gl v Joly yo bl ¥ ALLS paally dopia Lila JLie
Ex: “The only emperor”, writes Wallace Stevens, “is the emperor of
ice cream.”
S pua¥l jodol el 9" b wlg S Pausoll jolol Xl 1 JLia
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 ol iy paraitll olale bine 9o Lo ol S5l as¥ Bl s s
Lol 03 (po Igjr e ¥ 5 gl e puliad¥l @iy 530S pasdull dule sl Lol Il
JLL o LoS - olina fia oS 13] Sis pavaisll slode g)ls gusgs of iy dule sl
axhd  pulasyl o paraill alodle o (icgano plasuiwl sl
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:

[
[
[
[
[
[
[
[
[
[
[
[
[
L

O
[2V]



. . s e *0

o B gl panainll olade pwlab¥l joe 13 (g p37 s Basdls of ity o1
Lila| e Jyae sl dlos gl Jo bavialls Lgondys oty Lliadl gouiats il dlodls
(il jUas] 38 dladl b duils] @udys olade civand 31 S paraisll clede
oA L edg¥l piladl o6 @5 orag ganaitll clodle diylag igd el Lo LaLuadl b
Atlals a3 dladly £ Logugll
*President Nixon declared, "I am not a crook."
*President Nixon declared: "I am not a crook."
*President Nixon declared:- "I am not a crook."
("Leabsu cosd Ll 358 €5 pusiyll 7a0)
Here is the sentence with proper punctuation:
el @byl elodey dled el
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
used if it is not necessary.
iz il Lgiasmy o1 (B dovasll] dladt 0ds Il eadytll oladle g sl dblils
g S5 @ 3] oy dadle plasiawl oy ¥
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