PUNCTUATION & CAPITALIZATION

Punctuation English Language @9 S«res component. Punctuation *<f Latin
*7 Punctum (ACF T4 ZCACR | Punctum *t&@ o< Point A1 % | Punctuation =&
IS4 tone «¥ variations 1 Rfoge! aam afe oz | @3 Sy 2o Ieq5cE T8
341 | BLATECS F9© punctuation ST BeT:

A T AR o S

e e e e T
N A W NN = O

Full stop (of 1w f55) .

Comma (wte=n) |,

Semicolon (I4E=N) ;

Colon (721 (5=2W) :

Hyphen (i@ o) -

Colon Dash (3= f%f®) s-

Dash (A< s foz) -

Note of Interrogation/ Question mark (2¥ca%s %) ?
Note of Exclamation (7% f5=) !

. Apostrophe (3€ 1)

. Inverted comma (Sfgfe fo=) “

. Asterisk (<t o) *

. Parenthesis /Brackets (3% 5=) (), { },[ 1
. Slash/Oblique (*3l/ =&z %) /

. Dots or Ellipsis (T57 52) .....

¥ The uses of punctuation marks:

Full Stop (.)
s Assertive, Imperative, Optative sentence-93 (408 (T IS5 ef

fqafex (%@ Full Stop I59%® &7 | @W+-(i) Romel is a vamous singer. (ii)
Respect your elders. (ii1)) My you live long.

To7 (AT WG Setmr S &= full stop TI® =J | @N-

= The train arrived at 9.30 in the morning.

Abbreviation ‘SR @ word U7 WEFHFE FA @ ¢F@ full stop I IR TF |
@@= B.A,M. A



Ffes7 standard abbreviations @ ReiTg: @ *Hg &AW X @ AfFe GreR
e full stop W= Al |

AT

= Wed., Dee. etc

= There is a wide range of sandwiches, pies, cakes, etc. at very

reasonable prices.
S ARNICIR G353 MR # full stop WIRE Afsla 77 | @W=- percent
TBIRACIG AT -39 W7 311 ferdre w«=eew full stop @& e dot (TB) A |
@w9- www.ed.bd
Comma (,)

serely fod A1 wrelfdd word 3 phrase AW AT 07 @3 I 96 word T
phrase and @< ¥& *F ©F ©F AT word Al phrase (& 7[{<F F9C® comma 07 |
-

= Ram, Shyam and Jadu are going to school.

= You are honest, brave and strong.
ey and Q9T TS LO5F XHYANCE <Ry FEC© comma 0T | (FI-

= High and low, rich and poor, wise and foolish, must all die.

Nominative Absolute Si€e @I% Noun I Phrase & IR SR ACH TSR
(T comma 367 | @%9-= The sun having set, the lotuses closed their eyes.
39 noun 3 phrase IM Apposition &It 36T WL ©F %87 noun T pronoun
(P2 (QRIY, ©IRCT comma I | @N9-= Milton, the great poet of England
was blind.

Vocative case @9 (%@ Noun 91 Pronoun (& “{F 900 M9 7 comma
G711 @9- = Bipin, come here.> Mother, give me a glass of water.
*CHS T8 N IR 0T CICFCE ©Ind NICA comma J¢7 | (TN

= Twinkle, twinkle little star.

@ 7% word @9 yes, no, well, why, oh) sentence &3 ¥FCe J07 TG ©F
o] MY sentence FF ATF ©IF A comma T | T:

= Yes, he will come tommorrow. = Oh, that’s right.



10.

I1.

12.

13.

14.

15.

16.

17

18.

19.

ey a1 "M (AP @IF HS T S=TM! F90e comma JIZS T | FI:
= Mr. Khan, M.A met Mr. Azad, the principal of the college.
Sentence 93 WY IfFY O & comma ICT | (A

= He came on Sunday, the 70 May, "05.

Tag question (& sentence (S f&fdzy TS comma I | (FI:

= Hasan has done this, hasn’t he? = He is not good, is he?

Letter € Salutation @3 #It9 comma I07 | (T

= Dear Masum, Sir,

el i o6 b 7=Ifed #itd comma I6T | (FTI:

Faithfully yours, Yours sincerely,

Direct speech @ reporting verb @3 it comma 67 | (T

= He said, @l am ill.” = Kamal said, &My father is ill.”

757 9 TR FIN P @7 7td Preposition T @SBy 7t comma
IAMCS =T | 96 B9 td  Preposition BT comma 99 IR S 1 | @ :

= He lives at Daulatpur, Khulna. = I live at Mithapukur in Rangpur.
Complex sentence 3 adverbial clause 2=t 07 ©3 & adverbial clause 6

Atd comma I | € subordinate adverb clause At P77 comma 97 IS
QW@ 9| @¥=: = Since he was ill, he could not go there.

= If you study well, you will shine in life.

Parenthetic word, phrase 3 clause €3 %t €3 *It8 comma I | (-

= The man is, however, dishonest. = The man i1s, I think, a liar.
Please I A7 (103 j7%e = GCH@ please €I T4 comma I |

@%9- = Give me a pen, please.

9% co-ordinate clause 93 verb @F3 Z(E, CTTHGE 7%l clause 43 verb &
CE AR O AT comma I |

@3- = To err is human; to forgive, divine (i, e, forgive is divine)

= Rana got the first prize, Hasan, the second. (Hasan got the second prize)
B Al SIS HLHADF AN FTUC® comma IR FACO 7 | (-

= 23,500 = 1,50,000 miles



20. 9FIfES clause %A% FAC© comma IR FAC© TF | (T~

21.

= | know who he 1s, where he lives and what he does.
Sentence €4 ¥Fce adverbial phrase @3 Non-finite compact clause @3 7t
comma 07 | (A9«- = In the beginning, he was silent.

= Being angry, the man left the place.
Colon (3)
Quotation (TF®) & T ST (FITH TR F1 T | (T
= John Keats writes: A thing of beauty is a joy forever.
I Pga Twedel I I S colon I | AERwe for example, as follows,
such as, the following 2@5i phrase @ #I7 colon T & 2 | @A-
= You will need some other things too, such as: a rubber, a ruler and a
pencil sharpener.
Y TR CFeq 907 AT e M1 colon 0 | (FN-
= 8:30 am = 9:35 pm
%< I97© (9 sentence (& INLT I &G FACS colon XS T | @IF-
= Fardin is a good student: He got GPA 5 in S.S.C examination.
TP Sifep! & Fa0e colon FIZS = | (F-

= The things we need are: some fruits, a flask of coffee and some
biscuits.
TET ¢ Tfs 5j4F FA0S colon I | (TT-

= Dipa: Rony, how are you? = Rony: I am fine and what about you?
Semicolon (;)

AT AT QM G FoT IBA SCATT T ANY A & semicolon () IR [0

¥ | @T9- = To err is human; to forgive is divine.

Co-ordinating conjunction 7R IF conjunction IW @A T, 9 semicolon

IR 417 | (TN~

= We went to the play ground; we played football; e enjoyed ourselves.

Therefore, yet, however, o, otherwise, still, nevertheless 2e5in conjunction

7l & Co ordinate conjunction ¥TeTE M€ semicolon €F IR | (-

= He had all the qualifications; yet he did not get the job.



Hyphen (-)
Compound word 43 ey S & Fac hyphen I57%© 2T | @N-
= Sister-in law, mother-in law
3T o FR TN (&9 word (& (oo IM M Sex 2S #A130 forere 27w
2 FIRF O SR 7 hyphen fite =31 | @=-
= Decide what to do in order to avoid mis-
takes of this kind in the future.
FAHCA 21 @F 99 *I{& AT TR (@ hyphen 9= T4 &7 | @I-
= Forty-five, Thirty-two.
@ line @ = Afgsfera a1 43 syllables ©F e hyphen I9%R 341 & |
@3- = beauti-ful, cle-ver.
Colon Dash (:-)
@ [F%7 TwiRae (IRF CF@ colon dash €3 2R F41 27 | @~

= There are six seasons in Bangladesh :- winter, spring, summer, rainy

season, autumn and late autumn.
Dash (-)

TP fPRT IAT &It & AT Apposition @ IS *¥ B 9AF F0e Dash
(IR0 W | (F3T-
= He gave me many things- watch, ring, dress etc.
o7 1 o e #Ifer$e 0T A Ty Dash G2 27 | (@-
= If I were a child again- let bygone be gone.
I siesey fafe @Rite Dash 9% 23 | (@WH-
= The man is rich, clever, charming but- dishonest.

Question mark (?)
TR &% ] QHCEIGT sentence U (<1t question mark I67 | /€ indirect

question €3 (F@ question mark I | (T~

= What is your name? = Have you completed your task?

QI & 9 BT <1F QTR #Ita question mark 0T | (FH-

= Where are you going and why are you running?

TP TS| ISR PR WA AR AT (T WA 21t question mark I07 | @~
= His honesty? should be prized.




Tag question €3 CF(@ TR (*I0T &¥A1€F % AT question mark I | (FI-
= They went there, did they?
Note of Exclamation (!)
TR sentence AT T/F/TL/Te/STW/ @] T N1 O &/ AT O
t¥ Note of Exclamation ¢ | (I~
= What a nice bird it is!
= Oh! What a sad news.
Apostrophe Comma (')
JE FIE g W2 @RI &if A6F proper noun €3 ¥ apostrophe
comma+ s 967 | (qNF-

= This is Kamal's pen.

= Every mother is blind to her son's fault.

&€ s/es % plural noun 4F s 9T a7 ¥Y apostrophe comma ¢ | (IN-
= Rina reads in a girls' school.

S @R plural noun €3 A s/es ATE 7, (T (F@ possessive case TIF FIS
S I | (@NT-

= This is a children's park.

= Men's nature differ from person to person.

T verb @9 ¢F@ IM @I letter O ACEF, @7 CF@ apostrophe comma 6 |
@%9- = I'm (I am), you're (you are), can't (can not)

3f 1 347 plural number IR (F@ apostrophe comma+ s IGT | @S-

= There are four M.A's in our school. = Dot youri's.

In the following expression such as - month's holiday, a week's holiday, a
week's leave (@ apostrophe comma 031 | 5€ Plural expression @3 ¢Fa s
gF IR /A0 AT o | @99-= Two weeks leave.= Three months holiday.



Inverted Commas/Quotation Marks (' ') (" ")
< Quotation marks 72 <=9 —

i. Single quotation ( ............ )
ii. Double quotation ( “........... ”)
1. Direct speech @ I&q 3T 292 el W FAce Inverted comma I7Z® T |
@%9- = Mother said, "Honesty is the be policy."
2. Sentence @7 difF WX (A & word I words BfFe F@ @RITe T @I I3,
Fe! 1 FOCEFT TN JIATS 21T | @qN-
= 'Macbeth' is written by Shakespeare.
= I like Keats' 'Ode to a Nigh tingle'
3. &qm &M ¥0© Inverted comma JJ3R® F | TIF-
= You ought to know the meaning of "Look before you leap?"
1. T3 [T, CAMIBr @ Snedd sWege F1ce parenthesis/Brackets I 3w % I07 |
@3- = Nazrul (1899-1976) was a great poet.
= I have lost all (50 thousand taka with me)
2. Sentence 31 Passage @3 3T Q3R 57 I00F R@Pe @ @ o2 07 | @=-
= QOur objective are: (a) to increase output, (b) to improve quality and
(c) to maximise profits.
3. Cross reference &30 &= Bracket 43 <9< 41 17 | @A~
= Shakespeare's works are marked with morality (see chapter eight)
Asterish (*)
MNHFA B WFE F@ @ word I phrase FF AT A foot note TS FACS
Asterish T59%® =7 | @3- = He 1s an *honest boy.
Dots/Ellipsis (......)
1. Quotation 3 conversation T3G& ¥ word/phrase/sentence I& Fce dots /
ellipsis JIRE I Y | (TN~
= The woods are lovely, dark and deep

And miles to go before I sleep
2. JCH Welrg Woae sace dots / ellipsis TR FACO T | (&A-
= Waking is a good ..........



Slash/Oblique (/)

AT @ word, phrase etc It slash/oblique 3% = | (F-
= He will give you a pen and/or a pencil.
Internet, e-mail address tofs 4t slash/oblique I0T | (FN-
= http//www.gmail.com

* The uses of Capitalization:
YTo7F sentence U AV O+ ANY Capital letter =3 | @AN-
= Kamal is a good student.

= The rose is called the queen of flower.

Proper noun @3 &2% letter W Capital letter 2 | 94R, &FF AT I,
B AW, AT N, A, TRPNNEE W, ARC-oFS T TieE QAT S
Capital letter 27 | @%9- = The Padma is a big river.

= We live in Bangladesh.

Proper noun (% f5® proper adjective € &% 54 Capital letter 28 | @-

= Is there any Chinese hotel in Dhaka? = Rupa is an Indian girl.

BRIG FOF &ToTF line U * «F &2 letter I =415 Capital letter &7 | (@=-

= Twinkle, twinkle, little star, How I wonder what you are!
Up above the world so high, Like a diamond in the sky!
3 &ITgR TN T o= Capital letter & | (@-
= I read the holy Quran everyday.
wifs, 4, FoeMICF TR 2= == Capital letter 2 | @X=-
= In Bangladesh the Muslims, the Hindus, the Christians live peacefully.
Parenthesis/Brackets ()
weIR W1 for4te Fedt %47 FI fo140® noun WdR GvF “ARRCS F<F® pronoun €
22T letter 1 Srwafs Capital letter ¥ | @-
= Pray to Allah for His help.
= God is good and kind to all.
Pray to God for His blessing.




8.

10.

I1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

ATGHR I & w4 Capital letter 23 | (T-

= I read the Prothom Alo daily.

= The Daily Star is a popular newspaper.

e @ We™ Fiew g9 o9 Capital letter 271 68 Aga w0 25 o4
Capital letter =7 €1 | (A~

= Sunday, February, Ramadan

= QOur class will start from January.

T A0F I, AT, SO 2mml, e f8Qitd Abbreviation 3t JefEce!
g 39T Capital letter 2F | @-

= USA, UK, UAE = GM, AGM, DC

= BTV, BBC, UN = BA, MA

[ == I oSy R, ©2 o 79w Capital letter 2% 1 @~

= It is I who am a student.

fof¥ita 1w wice Addressing @3 &% = Capital letter 2 | (-

= Dear Sir, Dear Mother, Dear Roni etc.

gt iR, B, e, G Topiva wices @ < Capital letter 23 | Q-

= The Taj Mahal, The Titanic, Mohanagar Express etc.

Tofify @ @fszifors wha 2w srwa Capital letter 2 | @¥-

= Sher-E-Bangla A.K Fazlul Haque was a great national hero.

President, Prime Minister, Mayor, Chairman, Principal, Headmaster 2oy
title TXF (&9 e 00 07 ©XF €7 497 =%1 Capital letter 2 | @I-

= Mayor Mohammed Jahid died last night.

33, oS, 9w, IfAel, TATE, JGIEF H@FIGR 44w %9 Capital letter 27 |
@%9- = Macbeth, Gora, Balaka, Kabar, Twinle Twinkle

OIS W0 &y 94 Capital letter = | (AI-

= Bengali, English, Arabic, French, Chinese, Malay, Hindi, Urdu etc.

North, South, East €32 West @&l T taa W o IR @ @il @i
(T O QTS AN %4 Capital letter =3 | @I-

= I went my whole life in the West.

T IR TS e SCE T =G @Ioa 2w orwais Capital letter T | @9=-

= Then came Death, came on a winged chariot.

TA-AL, AL, ARC-7Fe efivg Ficd &AW or%q Capital letter =3 | @H-

= The Padma is a big river.

Direct quotation €5 &% 94 94 Capital letter I | @I-

= He said, "Have you done the work?"

Interjection T9ze O &AM Interjectional word T Interjectional phrase «@¥
g wrFq Capital letter 7 | @%9- = Help me 'O’ my friend!

= Hurrah! We have won the game.



Practice

Use appropriate punctuation marks and capital letters where necessary.

1.

04.

05.

06.

07.

08.

09.

10.

1.

12.

13.

14.

15.

ibn i1 natuta was a great explorer he was born in morocco in the 14th century he
traveled from one place to another for more than thirty years he visited many
countries in asia and africa he also wrote down the wonderful things he show in
those countries

there are six season in the year winter season is a remarkable season of the year
a winter morning 1 cold but is get up from bed early in the morning' if 1 get up
early in the winter morning i have to face some problems

have you heard the name of aesop asked the teacher no sir who was he read the
lesson attentively and then you will be able to know about him how interesting
and instructive his fables are! said the teacher

the teacher said to the boy do you know the honesty is the best policy the boy
said yes sir i1 think so then learn to be honest said the teacher may allah grant
you a long life

the teacher said to kamal why are you talking in the class you should behave
yourself kamal replied sir i am sorry i am asking rahim to lend me his pen my
pen has run out the teacher said be attentive and listen to my lecture

the ant became surprised and said what did you not store up anything for winter
the grasshopper answered 1 am sorry brother i spent th summer singing and
could not do anything that why 1 am in trouble

he said what is the time by your watch i replied it is half past-nine he said 1 want
to go to school would you accompany me please

kazi nazrul Islam was born at churulia in the district of bardhwan in1899 as a
school pupils a teacher of a maktab as a shop- boy and as a solider in the first
world war he gathered a lot of experience he was sent to jail for his dhumketu
and aganibina

the sundarbans rangamati and coxs bazaar are very attractive the royal bangle
tiger live in the sundarbun cox bazaar is the longest beach in the world

we live in bangladesh almost all of us speak in bangla most of the people of the
country are muslims besides hindus buddhists and chrishtan also live here
about 80 percent people live in the village

thomas alva edison a great scientist was born in 1847 in ohio america as a little
boy he was very inquisitive

what type of stories did aseop tell asked anwar fables replied mrs amin do you
know what fables are no replied anwar

give me a few grains of corns i am dying of hunger said the grasshopper didn't
you store up any grain the ant said no i1 was busing in singing

bangladesh is in the south east of asia the climate of the country is hot many
flower blooms in the spring wind blows from the south during the rainy season
how shall 1 treat you alexander asked porus you must treat me in the same way
as one king treat another replied porus boldly



