Learning

(7N Queen's University
Development (1) o

&

Service

Punctuation

Taking the time to check over your punctuation will ensure that the reader can understand
your sentences and follow your arguments; it will also improve the reader’s impression of
your essay.

Keep your punctuation simple and clear. Below is a reference table to double-check that
you have used appropriate punctuation:

Punctuation Example(s)

. Possession
(singular and plural).

. Contraction.

. For adding your own
words inside a quotation.

. To set apart explanatory
information.

To start sentences.

To name places /
people / acts of
parliament /
organisations
a. Leads from one clause
{full sentence) to another
where the second clause
acts as an explanation of
the first.

. Introduces a list.

. Introduces a quotation,
diagram or picture.
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Punctuation Example(s)

. Separates words in a list
{replaces and/or).

. Joins parts of a sentence
(used with a connecting
word such as
because/or/and/but/so).

. To represent missing
words.

. To mark an interruption
within the sentence.

. Marks introductory
clauses and adverbs.

Marks an aside/addition
without using a comma or
colon.

Marks words omitted from
a quotation.

Indicates shock,
forcefulness or surprise.

. Marks the end of a
sentence.

. Marks an abbreviation.

. Joins a single letter or
prefix to a word.

. Joins numbers and
fractions.

. Compound adjectives to
describe nouns.
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Punctuation

a. Adds emphasis or
contrast to text,
distinguishing certain key
words or phrases.

. Distinguishes book, film
or journal titles.

Ends sentences that ask a
direct question.

. Single quotation marks
(or inverted commas)
mark exact words printed
in a text.

. Double quotation marks
place a quotation within a
quotation.

Double check the quotation

mark conventions in the

referencing system you use!

a. Separates two or more
clauses (full sentences) of
equal importance. It
implies a relationship
between them.

. Separates listed items,
especially if itis a
complicated list.
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