
 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

  

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

. 
Full stop 

 

 
Question Mark  

  

A
 f

u
ll 

st
o

p
 is

 u
se

d 
at

 th
e 

en
d 

of
 a

 

se
nt

en
ce

. 

It 
sh

ow
s 

w
he

re
 y

ou
 c

an
 s

to
p 

fo
r 

br
ea

th
 w

he
n 

yo
u 

ar
e 

re
ad

in
g.
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( ) 
Brackets 

 

 
Question Mark  

  

B
ra

ck
et

s 
ar

e 
us

ed
 to

 a
dd

 m
or

e 

in
fo

rm
at

io
n 

to
 a

 s
en

te
nc

e.
 

It 
sh

ow
s 

w
he

re
 y

ou
 n

ee
d 

to
 s

to
p 

an
d 

ad
d 

th
is

 c
om

m
en

t w
he

n 
re

ad
in

g.
  L

5 

... 
Ellipsis 

 

 
Question Mark  

  

A
n 

el
lip

si
s 

is
 u

se
d 

to
 s

ho
w

 w
he

re
 

w
or

ds
 a

re
 m

is
si

ng
 in

 a
 s

en
te

nc
e.

 

It 
al

so
 c

an
 b

e 
us

ed
 to

 a
dd

 s
us

pe
ns

e 

to
 a

 p
ie

ce
 o

f w
rit

in
g.
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; 
Semi-colon 

 

 
Question Mark  

  

A
 s

em
i-

co
lo

n
 is

 u
se

d 
to

 s
ep

ar
at

e 
lo

ng
er

 p
hr

as
es

 in
 a

 li
st

. 
 

It 
ca

n 
 a

ls
o

 c
on

ne
ct

 th
e 

2 
m

ai
n 

cl
au

se
s 

of
 a

 s
en

te
nc

e.
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- 
Hyphen 

 

 
Question Mark  

  

: 
Colon 

 

 
Question Mark  

  

A
 c

o
lo

n
 is

 u
se

d 
to

 b
eg

in
 a

 li
st

. 
It 

ca
n 

al
so

 in
tr

od
uc

e 
a 

qu
ot

e 
or

 a
n 

ex
am

pl
e 

in
 a

 p
ie

ce
 o

f w
rit

in
g 

to
 a

dd
 

fu
rt

he
r 

de
ta

il.
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A
 h

yp
h

en
 c

an
 b

e 
us

ed
 to

 jo
in

 th
e 

tw
o 

pa
rt

s 
of

 c
om

po
un

d 
w

or
ds

. 
 

It 
ca

n 
al

so
 b

e 
us

ed
  t

o 
ad

d 
a 

pr
ef

ix
 to

 

a 
w

or
d.

 (
eg

: u
n-

) 
 L
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? 
Question Mark  

  

A
 q

u
es

ti
o

n
 m

ar
k 

is
 u

se
d 

w
he

n 
a 

qu
es

tio
n 

is
 b

ei
ng

 a
sk

ed
. 

It 
sh

ow
s 

yo
u 

ne
ed

 to
 r

ai
se

 th
e 

to
ne

 

of
 y

ou
r 

vo
ic

e 
w

he
n 

re
ad

in
g.
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“ ” 
Speech Marks 

 

 
Question Mark  

  

S
p

ee
ch

 m
ar

ks
 a

re
 u

se
d 

to
 s

ho
w

 

w
he

n 
so

m
eo

ne
 is

 s
pe

ak
in

g.
 

It 
sh

ow
s 

w
he

n 
yo

u 
ne

ed
 to

 c
re

at
e 

a 

di
ffe

re
nt

 c
ha

ra
ct

er
 w

he
n 

re
ad

in
g.

  L
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, 
Comma 

 
Question Mark  

  

A
 c

o
m

m
a 

is
 u

se
d 

to
 s

ep
ar

at
e 

ite
m

s 

in
 a

 li
st

. 
 

It 
sh

ow
s 

w
he

re
 y

ou
 c

an
 p

au
se

 fo
r 

a 

sh
or

t t
im

e 
w

he
n 

yo
u 

ar
e 

re
ad

in
g.
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! 

Exclamation Mark 

 
Question Mark  

  

A
n 

ex
cl

am
at

io
n

 m
ar

k 
is

 u
se

d 
to

 

sh
ow

 e
xp

re
ss

io
n 

or
 s

ur
pr

is
e.

 
It 

sh
ow

s 
w

he
re

 y
ou

 n
ee

d 
to

 r
ai

se
 th

e 

to
ne

 o
f y

ou
r 

vo
ic

e.
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„ 

Apostrophe 
 

 
Question Mark  

  

A
n 

ap
o

st
ro

p
h

e
 is

 u
se

d 
sh

ow
 w

he
re

 

le
tte

rs
 a

re
 m

is
si

ng
. (

eg
:  

do
n’

t )
 

It 
is

 a
ls

o 
us

ed
 to

 s
ho

w
 w

ho
 o

w
ns

 

so
m

et
hi

ng
 (

eg
: J

es
si

ca
’s

 p
en

ci
l)

   
L4

 

B 
Capital Letters 

 

 
Question Mark  

  

C
ap

it
al

 L
et

te
rs

 a
re

 u
se

d 
at

 th
e 

st
ar

t 

of
 a

 s
en

te
nc

e,
 to

 b
eg

in
 th

e 
na

m
e 

of
 a

 

pe
rs

on
 o

r 
pl

ac
e,

 w
he

n 
w

e 
w

rit
e 

“I
” 

an
d 

fo
r 

th
e 

be
gi

nn
in

g 
of

 d
ay

s,
 

m
on

th
s 

an
d 

fe
st

iv
al

s.
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