	Capitalization and Punctuation Study Guide
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Capitalizing Proper Nouns and Proper Adjectives
	
	

	
	Proper Noun: names a particular person, place or thing
	

	
	
	Example: John, Katie, St. Amelia School
	
	

	
	Proper Adjective: adjective formed from a proper noun
	

	
	
	Example: American, Christian, Chinese
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Capitalizing First Words and Titles
	
	
	
	

	
	The first word of a sentence is ALWAYS capitalized.
	

	
	Capitalize titles used with names of persons and abbreviations

	
	standing for those titles
	
	
	
	
	

	
	
	Example: Dr. Smith, Captain Hook, Mrs. Schiavone

	
	Do not capitalize titles that are used as common nouns
	

	
	
	Example: We are going to the doctor today.
	

	
	Capitalize words such as mother, father, aunt, and uncle
	

	
	when these words are used as names
	
	
	

	
	
	Example: Mother, can I go to the store?
	
	

	
	
	
	We visited Aunt Sally in Florida.
	
	

	
	If the words mother, father, aunt, uncle, etc. are preceded by 

	
	a possessive (our, my, your, his, her) or the words a or the,

	
	then these words are NOT used as names and SHOULD NOT be

	
	capitalized.
	
	
	
	
	
	

	
	
	Example: My mother is baking cookies.
	
	

	
	
	
	John visited his aunt over Christmas vacation.

	
	
	
	
	
	
	
	
	

	Directions and Sections
	
	
	
	
	

	
	Capitalize names of sections of the USA, but not directions of

	
	the compass (if the n,s,e,w can be substituted with “right” or “left”.)
	
	
	
	
	
	

	
	
	Example: Cowboys lived in the wild West.
	

	
	
		My house is west of Katie's house, but east 

	of John's house.



	

	
	
	
	
	
	
	

	
Capitalizing Months, Days, and Holidays
	
	
	

	
	Capitalize the names of months, days, and holidays, but not the names of seasons

	
	
	
	
	
	
	

	
	
	Example: January, September, Monday, Friday
	

	
	
	                  winter, spring, summer, fall
	winter, spring, summer, fall
	
	

	
	
	
	
	
	
	
	
	

	Capitalize Many Abbreviations
	
	
	
	

	
	Capitalize the abbreviations B.C. and A.D., as well as A.M. and P.M.

	
	
	
	
	
	
	
	
	

	Capitalize the first word in most lines of poetry
	
	

	
	Roses are red,
	
	
	
	
	
	

	
	Violets are blue,
	
	
	
	
	
	

	
	Sugar is sweet,
	
	
	
	
	
	

	
	And so are you!
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Capitalize the first word of a DIRECT Quotation.
	
	

	
	Example: Susan asked, "Do you like candy?"
	
	

	When a quotation is interrupted, it is called a DIVIDED quotation. DO NOT

	capitalize the first word of the second part of a divided quotation unless

	it starts a new sentence.
	
	
	
	
	
	

	
	Example: "Absolutely," replied Mary, "and M&Ms are my favorite."

	
	
	"Have some candy," said Susan. "We can share this bag."

	
	
	
	
	
	
	
	
	

	Outlines
	
	
	
	
	
	
	

	Capitalize only the first word in each line of an outline
	
	

	
	Example:
	I.  Modern poetry
	
	
	

	
	
	
	   A. Elements of Poetry
	
	
	

	
	
	I. Modern poetry
	        1. Rhythm and meter
	
	

	
	
	          A. Elements of poetry
	        2. Sound devices
	
	
	

	
	
	1. Rhythm and meter
	
	
	
	
	
	


                      2   Sound devices

	Capitalization in Greetings and Closing of Letters
	
	

	In the greeting of a letter, capitalize all the important words.
	
	

	
	Example: 

Dear Mr. Jones,  

Dear Sir,  

To Whom It May Concern:

	In the closing of the letter, capitalize only the first word.
	
	

	
	Example: 

Yours truly,  

Sincerely yours,
	
	
	

	

Capitalizing Titles 
	
	
	
	
	
	

	Capitalize the first word, the last word, and all important words in titles.

	Do not capitalize the, of, a, an unless it is the first word in the title.
	

	
	
Example: The Cat in the Hat
	
	
	
	

	
	
	“The Pledge of Allegiance”
	
	
	

	

Using End Marks (Periods, Question Marks, and Exclamation Points)

	Use a period at the end of a declarative sentence (something is declared).

	
	I like candy.
	
	
	
	
	
	

	Use a question mark at the end of an interrogative sentence (an interrogation).

	
	Do you like candy, too?
	
	
	
	
	

	Use an exclamation point at the end of an exclamatory sentence (exclaimed).

	
	Yes! I love candy!
	
	
	
	
	

	Use a period at the end of an imperative sentence (imperials are kings and

	queens -- they can give orders)
	
	
	
	
	

	
	Do not eat candy before your dinner.
	
	
	

	
	
	
	
	
	
	
	
	




	Using Commas
	
	
	
	
	
	

	Commas are used to separate ideas in compound sentences.
	

	Use a comma before the conjunction in a compound sentence 
	

	(and, but, for, nor, or, so, yet).
	
	
	
	
	

	
	Example: It was a long day, but we learned many things.
	

	Commas are used after each item in a series except the last one.
	

	
	Example: I like red, orange, blue, and green crayons.
	

	Commas are used to set off introductory elements, interrupters, nouns of

	direct address, and appositives.
	
	
	
	
	

	
	Introductory elements: Yes, rain is forecast again.
	
	

	
	
	
	Carrying my umbrella, I am ready for the day.

	
	Interrupters: It could, however, clear up tomorrow.
	

	
	
	Clear skies, instead of clouds, will be a welcome sight.

	
	Nouns of direct address: John, will you go with me?
	

	
	
	We will go now, John, but we'll return later.
	

	
	Appositives: Mr. Smith, my math teacher, is in room 3.
	

	
	
	Aunt Sally, my favorite aunt, is visiting tomorrow.
	

	
	Appositives positively identify the preceding noun in the sentence.

	




Using Semicolons, Colons, and Hyphens
	
	
	

	Use a semicolon (;) to separate parts of a compound sentence. Delete the 

	conjunction and, but you may keep other conjunctions and interrupters.

	
	Example: Mrs. Smith loves to bake, and she always has a full

	
	
	cookie jar.
	
	
	
	
	

	
	
	Mrs. Smith loves to bake; she always has a full cookie jar.

	
	
	Mrs. Smith loves to bake, but she needs to watch her weight.

	
	
	Mrs. Smith loves to bake; but she needs to watch her weight.

	






Use a semicolon to join two separate sentences into one sentence, as long as

	the two sentences are closely related.
	
	
	
	

	
	Example: Fishing is a sport. It can also be a job.
	
	

	
	
	Fishing is a sport; it can also be a job.
	
	

	
	
	
	
	
	
	
	
	

	Use a semicolon to separate items in a series that are already punctuated

	with commas.
	
	
	
	
	
	
	

	
	Example: I love bacon, lettuce, and tomato; bologna; and ham

	
	
	sandwiches.
	
	
	
	
	

	
	
	
	3 types of sandwiches mentioned: 
	

	
	
	
	
	bacon, lettuce, and tomato
	

	
	
	
	
	bologna
	
	
	

	
	
	
	
	ham
	
	
	
	

	
	Since bacon, lettuce, and tomato are already separated by commas,

	 the series of 3 types of sandwiches must be separated by semicolons.

	Use a colon (:) to introduce or draw attention to information that follows.

	Use a colon to introduce a list of things.
	
	
	
	

	
	Example: Here are the supplies I need: pencil, paper, and ruler.

	Use a colon after the greeting in a business letter.
	
	
	

	
	Example:           Dear Sir:       To Whom It May Concern:
	

	
	
	
	
	
	
	
	
	

	Use a hyphen (-)to divide a word at the end of a line.
	
	

	Never divide a one-syllable word!
	
	
	
	

	
	Example:  The Religion les-
	The Religion lesson began today.

	
	
	son began today.
	
	
	
	

	Use a hyphen in compound numbers from twenty-one through 
	

	ninety-nine and in fractions.   two-thirds majority   thirty-five pages
	




	Using Apostrophes
	
	
	
	
	
	

	Use apostrophe to indicate possession.
	
	
	
	

	The possessive form of a noun indicated that the person named owns 

	or possesses something.
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	To form the possessive of a singular noun (even if it ends in s), add 's

	
	Example:
	the hand of Jesus = Jesus's hand
	
	

	
	
	
	the book of Mrs. Jones = Mrs. Jones's book

	
	
	
	the tail of the cat = the cat's tail
	
	

	To form the possessive of a plural noun that ends in s, add only an 
	

	apostrophe
	
	
	
	
	
	
	

	
	Example: 
	the books of the girls = the girls' books
	

	
	
	
	the cages of the animals = the animals' cages

	To form the possessive of a plural noun that does not end in s, add 's

	
	Example:
	the hats of the men = men's hats
	
	

	
	
	
	the books of the children = children's books

	
	
	
	
	
	
	
	
	

	Use apostrophes to show where letters are omitted in a contraction
	

	
	Example:
	could not = couldn't
	was not = wasn't

	
	
	
	would not = wouldn't
	we will = we'll
	

	
	
	
	I would = I'd
	
	they will = they'll

	
	
	
	where is = where's
	it is = it's
	



