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PUNCTUATION 

 

 

 

 

 

Punctuation mark is a mark that you add to a text to show the divisions between different parts of it. - 
Cambridge Dictionary 
 

 

 

Punctuation (মতিতিহ্ন) 

 
Punctuation একটি system মা একজন reader কক writer তকবাবফ ফাকযটি঳াতজবেবেন িা ঳ম্পবকে ধাযণা কেে। অভযা কথা ফরায ঳ভে 

তফতবন্ন জােগােতফতবন্ন expressions এফং pause ব্যফ঴ায কতয মাবি করািা খুফ ঳঴বজ অভাবেযভবনয বাফ বুঝবি ঩াবয। Written 

language এ punctuations ক঳আ pause এফং expressions প্রকা঱ কবয reader এয কাবে। Punctuations ফাকযবক 

reader এযকাবে সুস্পষ্ট কবয।  

 

Example: 

I was walking through a forest Suddenly I heard a roar It was a tiger I was very afraid I was in 

a fix what to do I asked myself what will you do Sourav I found no answer 

উ঩বযয প্যা঳াজটি ঩বে অভাবেয বুঝবি ঝাবভরা ঴বফ ককননা এখাবন ককান  punctuation ব্যফ঴ায কযা ঴ে তন। মায পবর , অভাবেয ককাথাে থাভবি ঴বফ 

এফং ককানকথাটি দ্বাযা কী বুঝাবনা ঴বেবে ক঳টা বুঝবি ঄সুতফধা ঴বে মতেও অভযা ঳ফ঱বেয ঄থ ে গুবরা জাতন। উ঩বযয প্যাব঳জটি ঳ফ তেক কথবকআ ঳ঠিক 

থাকায ঩যওশুধুভাত্র punctuation এয ব্যফ঴ায না থাকাে করখবকয ভবনয বাফ প্রকাব঱ ব্যথ ে঴বেবে। 

তকন্তু এখন, এআ প্যাব঳জটিবকআ মতে অভযা ঳ঠিক punctuation ব্যফ঴ায কবয তরতখ, িা঴বর এটি িায ঳ম্পূণ ে ভবনয বাফ খুফ ঳঴বজআ প্রকা঱ কবয। 

I was walking through a forest. Suddenly, I heard a roar. It was a tiger. I was very afraid. I was 

in a fix what to do. I asked myself, “What will you do Sourav?” I found no answer. 

Punctuation তক? 

 

https://dictionary.cambridge.org/dictionary/english/add
https://dictionary.cambridge.org/dictionary/english/text
https://dictionary.cambridge.org/dictionary/english/division
https://dictionary.cambridge.org/dictionary/english/part
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‘Punctuation Marks’ ব্যব঵ার করতে ঵ত঱ প্রথতম পুতরা প্যাত঴জটা ভা঱ভাতব ঩ড়তে ঵তব। প্যাব঳জটি ঩বে ফাবকযয শুরু ফা ক঱ল, ফাবকযর 

subject / verb ঠিকমতো না বুঝত঱ ককানভাতবই ঠিক মতো ব্যব঵ার করা ঴ম্ভব না। োই আতগ ক঴দিতক নজর দিতে ঵তব। 

 

 

 Subject: বাতকে ঴াধারনে শুরুতে বত঴; এবং Verb এর আতগ বত঴। যখন কিখা যাতব দুতটা Verb আতে েখন এবং ককান conjunction নাই 

েখন অবশ্যই ক঴খাতন দুতটা বাকে আতে। 

 যখন একটা অংতল said to / told/ asked/ ordered ইেোদি বক্তব্য দনধ ধারক লব্দ আতে এবং এর ঩তর ককান conjunction নাই ো঵ত঱ োর 

আতগর অথবা ঩তরর অংল অবশ্যই inverted comma এর কভেতর ব঴তব। এধরতনর বাকে ঴াধারনে Direct narration এ থাতক।  

 বাতকের কভেতর যদি একই ধরতনর parts of speech বা parts of sentence থাতক এবং ককান conjunction না থাতক ো঵ত঱ অবশ্যই 

প্রতেেকটা অংলতক আ঱ািা কতর ব঴াতনার জন্য punctuation marks ব঴তব।   

 

 

 

 

 

 

 

 

 

 Period কক British English এ ফরা ঴ে full-stop.  

 Period/full-stop আংবযতজ বালায ঳ফবিবে কফত঱ ব্যফহৃি punctuation মা ফাবকযয ঳ভাতি তনবে ে঱কবয। . 

 প্রশ্নবফাধক অয তফস্মেসূিক ফাকয োো ঳কর ফাবকযয ক঱বলআ period ব্যফ঴ায কযা ঴ে।  

 এটি ঳াধাযণি abbreviation এয কেবত্রও ব্যফ঴ায কযা ঴ে। 
 

Example: 

His name is Kamal. 

The beggar was begging. 

He is playing with a football. 

 

 
 

Example: 

The most common 

punctuations
in English are

The full-stop/the 
period (.)

The comma (,)

The note of 
exclamation (!)

The note of 
interrogation (?)

The semicolon (;)

The colon (:)

The quotation mark (“ “)

The apostrophe (‘)

The hyphen (-)

Parentheses (), brackets 
[], and braces {}

কয দব঳য়গুত঱াতে নজর দিতে ঵তবেঃ- 

 

The uses with examples of these punctuations are discussed below: 

Period/ Full Stop (.) 

Statement জািীে ফাবকযয ক঱বল। 
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I love to travel. 

The show starts on Thursday. 

 

 

 Example: 

Do the work properly. 

Do not run in the sun. 

 
 

Example: 

Mousumi asked me why I didn’t attend the party. 

He wondered why Akash was not present. 

 
 
 

Example: 

U.S.A = United States of America 

/Mrs. = Mister/Misses 

 
 
Example: 

https://web.facebook.com/groups/apttel/ 

www.english-bangla.com 

www.kamarkhali.com 

www.grammarbd.com 

 

 

 

 Comma ঳াধাযণি একটি sentence এয তবিবয তফতবন্ন clause, phrase, ঄থফা word গুবরাবক অরাো কযায জবে ব্যফহৃি ঴ে।    

Example: 

Bangladesh, an over-populated country, is not rich. 

His uncle, who came here yesterday, is a police inspector. 

The man, who was running to and fro, was a thief. 

Commas are used in different 

ways: 

 একটি list এয ঄বনকগুবরা item কক অরাো কযায জবে comma ব্যফ঴ায কযা ঴ে। েতব কল঳ অংতল conjunction বত঴। 

Example: 

The colors in his drawing room are green, black, and blue. 

He has three dogs, two cats, and four hens. 

 Direct speech কক indirect speech কথবক অরাো কযায জবে inverted comma য ঩া঱া঩াত঱ ঳াধাযণ একটি comma ও 

ব্যফ঴ায কযা ঴ে। 

Example: 

He replied, “No need to come today”. 

I replied, “I’ll do the work within two days”. 

 দুটি Clause কক অরাো কযায জবে comma ব্যফ঴ায কযা ঴ে।   

Example: 

I saw her in London, where I lived for twenty years.(অতনক কেতে traditional grammar এ কমা (,) ব্যব঵ার করা ঵য় না)

Although he tried his level best, he could not manage the money. 

 দুটি adjective মখন usual order এয ব্যতিক্রভ ত঴ব঳বফ অব঳ িখন িাবেযবক comma দ্বাযা অরাো কযা ঴ে।  

Example: 

He has a small, red dog. 

He has a short, little sister. 

 ‘Month Day, year.’ পযম্যাবট িাতযখ করখায কেবত্র comma ব্যফ঴ায কযা ঴ে। ( আতমদরকান ঩দ্ধদে) 

Example: 

It was established on April 12, 1992. 

The class will start on October 19, 2017. 

 কাউবক নাভ ধবয ঳যা঳তয ঳বমাধবনয কেবত্র নাকমর কেতে comma ঴ে। (঴তমাধনকৃে নাম শুরুতে থাকত঱ নাতমর ঩তর, নাম মাতঝ থাকত঱ নাতমর দুই 

঩াতল এবং কলত঳ থাকত঱ নাতমর আতগ কমা বত঴।) 

Example: 

Thanks a lot for your hospitality, Ashraf. 

 Participial phrase কক মুর clause কথবক অরাো কযায জবে comma ব্যফ঴ায কযা ঴ে। 

Example: 

Watching the news, we came to know the matter. 

Command জািীে ফাবকযয ক঱বল। 

Indirect question ঳ম্বতরি ফাবকযয ক঱বল। 

 

Abbreviation এয ভবে। 

Website / e-mail address এয কেবত্র। 

The comma (,) 

https://web.facebook.com/groups/apttel/
http://www.english-bangla.com/
http://www.kamarkhali.com/
http://www.grammarbd.com/
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Hearing the voice, I knew you. 

 Tag question কক অরাো কযবি comma ব্যফ঴ায কযা ঴ে। 

Example: 

He knows the matter, doesn’t he? 

He did the work, didn’t he? 

 
 
 
 

 অকতস্মক এফং অবফগকতম্পি ককান expression প্রকা঱ কযায জবে exclamatory sentence এ Note of exclamation ব্যফ঴ায 

কযা ঴ে। 

Example: 

Hurrah! We’ve won the game. 

How beautiful you are! 

 কাউবক Warn (঳িকে) কযায কেবত্রও exclamation mark ব্যফহৃি ঴ে। 

Example: 

While walking through a forest, a father suddenly told his daughter, “Watch out!” 

Here, the sign note of exclamation tells us that the father is scared and called his daughter. 

Without this exclamation note, this statement is not much important. 

 Direct order এয কেবত্রও exclamation mark ব্যফহৃি ঴ে। 

Example: 

“Do not enter the room!” 

If you see the above sentence and the exclamation sign on a door, it will help you to catch your 

attention that you must not enter the room. If you enter, it may be dangerous for you. 

 প্রফর ঄নুভূতি কমভন surprise, happiness, feelings, etc. বুঝাবি exclamation mark ব্যফ঴ায কযা ঴ে। 

Example: 

Anger: “Stop your mouth!” 

Fear: “The snake is going to bite the child!” 

Happiness: “Good to see you!” 

Surprise: “The train is late in Japan!” 

 Casual writing এয কেবত্রও ভাবঝ ভাবঝ note of exclamation ব্যফ঴ায কযা ঴ে। 

Example: 

She is leaving me! 

You are talking like a fool! 

 

 

 ঳যা঳তয প্রশ্নবফাধক ফাবকযয ক঱বল note of interrogation ব্যফ঴ায কযা ঴ে। 

Example: 

Where are you going? 

“Do you love me?” he asked me. 

 It can also be used in a bracket to show the unconvinced mood/situation of a writer. 

Example: 

The train timetable purports to be accurate (?). 

 

 

 

 Comma য কিবে কফত঱ এফং full-stop এয কিবে কভ pause এয জবে semicolon ব্যফ঴ায কযা ঴ে। 

 দুআটা একআযকভ ফাকযবক ঳ংযুক্ত কযায জবে semicolon ব্যফ঴ায কযা ঴ে। 

Example: 

My car is green; my brother’s is red. 

 Finally, similarly, also, besides, however, next, then, meanwhile, therefore, likewise, 

furthermore, আিযাতে conjunctive adverb এয অবগ ঳াধাযণি semicolon ব্যফ঴ায কযা ঴ে। 

Example: 

I’ll go to the school; then I’ll watch a movie. 

 Location, date, name এফং description এয list ফানাবনায কেবত্র semicolon ব্যফ঴ায কযা ঴ে। 

Example: 

 Names and descriptions: 

My favourite persons are Nurul Islam, my English teacher; Mr. Khairul Islam, my math teacher; 

and Mr. Tapan Chakrabarty, my Bengali teacher. 

 Dates: 

Their joining dates are June 12, 2011; April 20, 2016; and January 6, 2017. 

 Locations: 

He lived in Dhaka, Bangladesh; Paris, France; and Liverpool, London. 

The note of exclamation (!): 

 

The note of interrogation (?): 

The semicolon (;) 
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 ককান ঱ে ফা ফাবকযয ব্যাখ্যা কযায জবে colon ব্যফ঴ায কযা ঴ে। Colon এয ঩য একটি ঱েও থাকবি ঩াবয অফায ঄বনকগুবরা ঱েও থাকবি ঩াবয। 

Example: 

He wants only one thing: a job. 

He likes many foods: apples, pineapples, oranges, and broccoli. 

 Colon এয ঩বযয ঄ং঱বক গুরুত্ব প্রোন কযায জবেও colon ব্যফ঴ায কযা ঴ে। 

Example: 

He was fit for the job as he had experience in one field: teaching. 

 Salutation ঄থফা greeting এয ঩য colon ব্যফ঴ায কযা ঴ে।   

Example: 

Dear mam: 

To Whom It May Concern: 

 

 
 

 Quotation mark ঳াধাযণি ঄ে কাবযা উবেতখি ফাণী/করখনী কক উদ্ধৃতি ত঴ব঳বফ ফাবকয তনবে অ঳ায জবে ব্যফ঴ায কযা ঴ে। 

Example: 

She said, “Come in.” 

He said, “Go to the market and bring some rice.” 

 Poems, short stories, chapters, articles, আিযাতে কথবক উদ্ধৃতি কেোয জবে quotation mark ব্যফ঴ায কযা ঴ে। 

Example: 

My favourite poem by Jashim Uddin is “Kabar”. 

Have you ever heard the name of the article “How to speak English with Better Accent”? 

“The Humanity” is the third chapter of this book. 

 একটি ঱বেয ঄থ ে িায প্রথাগি/঩াতযবাতলক ঄থ ে না বুতঝবে ঄ে তকছু বুঝাবর ক঳আ ঱েবক quotation mark এয ভবে ব্যফ঴ায কযা ঴ে। 

Example: 

She was “delighted” to see you. (She was not very delighted) 

What does the “doctor” claim? (The speaker doesn’t really think this person is a doctor) 

 ফাবকযয তবিবয একটি ঱েবক মতে ফাবকযয ঄ং঱ ত঴ব঳বফ ব্যফ঴ায না কবয অরাো একটি ঱ে ত঴ব঳বফ উবেখ কযবি ঴ে িখন িাবক quotation mark 

তেবে অরাো কযা ঴ে। 

Example: 

Search the word “colonel” from the dictionary. 

“Abdomen” comes from Latin. 

 

 

 The main two uses of apostrophe are discussed below: 

 To show possession: ভাতরকানা কফাঝাবনায জেঃ 

Example: 

Cat’s house = the house of the cat 

Akash’s car = Akash owns the car 

Kazi’s kitchen = the owner name of the kitchen is Kazi. 

(N.Bকম ঱বেয ক঱বল ‘s’ থাবক ক঳গুবরাবি apostrophe য ঩বয অরাো কবয ‘s’ কমাগ কযবি ঴ে না।) 

Example: 

Girls’ college 

The boys’ legs 

 An apostrophe shows missing letters or numbers: তফলুি ফণ েবক তিতহ্নি কযায জবেও apostrophe ব্যফ঴ায কযা ঴ে। 

Example: 

Can’t =cannot Didn’t = did 

not 

Haven’t = 

have not 

1992 

=‘92 

1970 = 

‘70 

 

 

 

 Hyphens are generally used to connect two words or to connect split words such as numbers 

and job titles. 

 Hyphen ঳াধাযণি দুআটি word কক ঳ংযুক্ত কযায জবে ব্যফ঴ায কযা ঴ে। 

Example: 

Well-known teacher 

Nice-looking girl 

Co-operative 

 21 কথবক 99 ঩ম েন্ত প্রতিটি ঳ংখ্যায তরতখিরূব঩ hyphen ব্যফ঴ায কযা ঴ে। 

Example: 

The colon (:) 

The Quotation Mark (“ ”): 

 

The apostrophe (’): 

The Hyphen (-) 
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Twenty-three 

Seventy-nine 

Ninety-nine 

 Fraction এয তরতখিরূব঩ও hyphen ব্যফ঴ায কযা ঴ে। 

Example: 

One-fifth 

Two-sixths 

Seven-ninths 

 ঄বথ েয তফভ্রাতন্ত দূয কযায জবেও hyphen ব্যফ঴ায কযা ঴ে। 

Example: 

A little-used car (A car that is not used often) 

A little used-car (A used car which is small) 

 তকছু job titles এয কেবত্রও hyphen ব্যফ঴ায কযা ঴ে। 

Example: 

Vice-chancellor 

Vice-president 

Secretary-general 

 তকছু proper noun এয অবগ prefix কমাগ কযায কেবত্র hyphen ব্যফ঴ায কযা ঴ে। 

Un-American 

Anti-Islamic 

Anti-terrorism 

 Prefix ‘self’এয ঩বয hyphen ব্যফ঴ায কযা ঴ে। (but not with selfless and selfish) 

Self-control 

Self-respect 

 Prefix ‘ex’ এয ঩বযও hyphen ব্যফ঴ায কযা ঴ে। 

Ex-husband 

Ex-wife 

 Prefix ‘non’ এয ঩বযও hyphen ব্যফ঴ায কযা ঴ে। (Not with the words ‘nonconformist’, ‘nonstop’) 

Non-violent 

Non-alcoholic 

 

 

 

 Parentheses (): 

 তকছু ঄তিতযক্ত িথ্য ককান ফাবকয কমাগ কযায জবে parentheses এয ঳া঴ায্য কনো ঴ে। 

Example: 

Shahadat (the boy from Bidyakut Amar High School) helped me much to complete the 

homework. 

I went to pabna (which is famous for the mental hospital) yesterday. 

 Brackets []:  

 ফাবকযয ভবে ককান ব্যতক্তগি ভন্তব্য ঄থফা ককান তনতে েষ্ট ঱ে কাবক তিতহ্নি কবয িা কফাঝাবনায জবে brackets ব্যফ঴ায কযা ঴ে। 

Example: 

He can drive 60 [miles per hour] on the highway. 

He [Alif] is my best friend. 

 Braces {}: 

 আংবযতজ বালাে braces এয ব্যফ঴ায শুধুভাত্র mathematics এআ যবেবে। ফাবকয এয ককান ব্যফ঴ায কনআ।   

 

 

 

 

 ইংতরদজতে দুই ধরতনর Letter Case আতে।  

 A. Capital Letter 2. Small Letter 

From Wikipedia ( Read it carefully) 
Letter case (or just case) is the distinction between the letters that are in larger upper case (also uppercase, capital 

letters, capitals, caps, large letters, or more formally majuscule) and smaller lower case (also lowercase, small 

letters, or more formally minuscule) in the written representation of certain languages. The writing systems that 

distinguish between the upper and lower case have two parallel sets of letters, with each letter in one set usually 

having an equivalent in the other set. The two case variants are alternative representations of the same letter: they 

have the same name and pronunciation and are treated identically when sorting in alphabetical order.  

Letter case is generally applied in a mixed-case fashion, with both upper- and lower-case letters appearing in a given 

piece of text. The choice of case is often prescribed by the grammar of a language or by the conventions of a 

particular discipline. In orthography, the upper case is primarily reserved for special purposes, such as the first letter 

Parentheses (), brackets [], and braces {} 

Capital Letters/ Upper Keys/ Block Letters 

https://en.wikipedia.org/wiki/Letter_(alphabet)
https://en.wikipedia.org/wiki/Language
https://en.wikipedia.org/wiki/Writing_system
https://en.wikipedia.org/wiki/Pronunciation
https://en.wikipedia.org/wiki/Alphabetical_order
https://en.wikipedia.org/wiki/Grammar
https://en.wikipedia.org/wiki/Orthography
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of a sentence or of a proper noun, which makes the lower case the more common variant in regular text. In some 

contexts, it is conventional to use one case only. For example, engineering design drawings are typically labelled 

entirely in upper-case letters, which are easier to distinguish than the lower case, especially when space restrictions 

require that the lettering be small. In mathematics, on the other hand, letter case may indicate the relationship between 

objects, with upper-case letters often representing "superior" objects (e.g. X could be a set containing the generic 

member x).  

English Letters  

Upper case  A B C D E F G H I J K L M N O P Q R S T U V W X Y Z  

Lower case  a b c d e f g h i j k l m n o p q r s t u v w x y z 

 

 

 
 

1.প্রবিযক Sentence এয প্রথভ Word টি Capital Letter তেবে শুরু কযবি ঴ে । 

কমভন : Sadia lives in Dhaka. She likes to read Arabic.  

2. ফআ, ধভ েগ্রন্থ ও ঳ংফাে঩বত্রয নাবভয প্রথভ ঄েয Capital Letter ঴ে । 

কমভন : The Quran, The bible, The Daily Star. The Morning Sun আিযাতে । 

3. ককান জাতিয নাবভয প্রথভ ঄েয Capital Letter ঴ে । 

 কমভন : The Muslims, The Hindus আিযাতে । 

4. ত঱ো প্রতিষ্ঠাবনয নাবভয প্রথভ ঄েয Capital Letter ঴ে । 

  কমভন : Government Pilot high School, M.C College, Dhaka University আিযাতে । 

5. ব্যফ঳াে প্রতিষ্ঠাবনয নাবভয প্রথভ ঄েয Capital Letter ঴ে । 

   কমভন : Rahman Enterprise, Kadir and Sons আিযাতে । 

6. জা঴াবজয, তফভাবনয ও কেবনয নাবভয প্রথভ ঄েয Capital Letter ঴ে । 

    কমভন : The Titanic, The Banglar Alo, The Surma Express আিযাতে । 

7. ফায ও ভাব঳য নাবভয প্রথভ ঄েয Capital Letter ঴ে । 

    কমভন : Sunday, Monday, Tuesday, Wednesday, January, February, March আিযাতে । 

8. ত঱োগি কমাগ্যিায উ঩াতে Capital Letter তেবে তরখবি ঴ে । 

     কমভন : M.A, B.A, F.R.C.S, M.B.B.S আিযাতে । 

9. Proper Nounএয  প্রথভ ঄েযটি Capital Letter ঴ে । 

      কমভন : Robin Plays with Obama. Riya and Tania go to School. 

10.  ককান যাবষ্টয নাবভযপ্রথভ ঄েযটি Capital Letter ঴ে । 

  কমভন : Bangladesh, India, Japan, Bhutan, Egypt, Oman আিযাতে । 

11. ঄থ েপূণ ে নাভ ঳মু঴ Capital Letter তেবে তরখবি ঴ে । 

  কমভন : The USA, The UK, The KSA, The UAE আিযাতে । 

 

 

Practice corner 

 1.Rewrite the following text correcting the errors in punctuation  

Abid : We are about to finish our H.S.C examination Are you thinking about your future 

Hasib : Yes, what about you 

Abid  : I want to pursue higher education what are your plans 

Hasib : I rather follow some vocation course to make my career 

Abid : Really have you thought of any particular vocation 

Hasib : Yes, I would like to join the Fashion Design course This career has a prospect these 

days 

Abid : Is it suitable for boys 

Hasib : Why not Boys are as good as girl in many professions now-a-days whats your future 

plan 

Abid : I would like to gofor teaching 

Hasib : Its a good profession for a studious boy like you 

 2.Rewrite the following text correcting the errors in punctuation 

 "I'm not in the least hungry," my guest sighed, "but if you insist I don't mind having some 
asparagus."  

 I ordered them 
 "Aren't you going to have any" 
 "No I never eat asparagus." 

Rules of Using CAPITAL LETTERS 

https://en.wikipedia.org/wiki/Sentence_(linguistics)
https://en.wikipedia.org/wiki/Proper_noun
https://en.wikipedia.org/wiki/Engineering_drawing
https://en.wikipedia.org/wiki/Mathematics
https://en.wikipedia.org/wiki/Set_(mathematics)
http://updateenglishgrammar.blogspot.com/search?q=proper+noun
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 "I know there are people who don't like them. The fact is you ruin your palate by all the meat you 
eat. 

 "Coffee" I said 
 Yes, just an ice-cream and coffee" she answered 

 3.Rewrite the following text correcting the errors in punctuation 

 Tourist : How old is the edifice guide 

 Guide : Madame its a 15th century edifice. 

 Tourist : What a wonderful edifice it is 

 Guide : It was built by AKbar the then emperor of India 

 Tourist  : Oh! I see 

 Guide  : Madame we should move now. The sun is about to set. It would be dark soon. 

 Tourist  : isn't the place safe? 

 Guide  : It is. But the security does not allow anybody after sunset. 

 4.Rewrite the following text correcting the errors in punctuation 

 how is your father rana said mr karim he is very well thank you replied rana i am glad to hear that 

he is in good health said mr karim. 

 5.Rewrite the following text correcting the errors in punctuation.  
 Son:Did you keep a diary during the liberation war 
 Father : Yes I did. 
 Son : Can I have a look at it? 
 Father : I'm afraid, Ive lost it. 
 Son : Can you remember anything about it 
 Father : Yes, I remember one event there were lots of sounds and bangs outside one night. You 

wanted to look out but we didn't let you. 
 Son : Why 
 Father : Because it was very dangerous. You were only four years old then 
 Son : I can't remember anything. 
 Father : Its natural. No one can remember all from early childhood 
. 6.Rewrite the following text correcting the errors in punctuation.  

 Myself : Good morning Rana. How are you. 

 Rana : I am so so and you? 

 Myself : I am well. But why arent you completely well. 

 Rana  : In every examination, I am cutting a sorry figure. 

 Myself  : Whats the reason Dont you utilize your time properly? 

 Rana  : I spend most of the time in watching TV. 

 Myself  : Recreation is necessary. But spending too much time on this has no good side. 

 Rana  : I don’t feel bored in watching TV. 

 Myself : But as a student, you should study more and more. 

 Rana : Thank you for your good advice. 

 Myself : Welcome 

 7.Rewrite the following text correcting the errors in punctuation. 

 Entering the study my elder brother looked around and burst out in disgust How dirty you have 

made the room! Why do you use it if you cant keep it tidy 

 I said, i am extremely sorry I have been a nuisance In future youll never see the room in such a 

bad condition I promise 

 8.Rewrite the following text correcting the errors in punctuation.  

 Aryan : Do you read newspaper regularly Farhan. 

 Farhan : Yes I do. What's about you 

 Aryan : To tell you frankly I do not read newspaper regularly.  

 Farhan  : Why you get enough time during the break in the college, 

 Aryan  : Yes I do get but I do not like. Moreover I think it is a wastage of time. 

 Farhan : Remember newspaper is called the 'store house' of knowledge. The more you will read 

newspaper the more you will learn. 

 Aryan  : Then, from today, I will start reading newspaper 

 Farhan  : Yes, that's like a good friend. 

 9.There are ten errors in the use of punctuation marks in the following text. Re-write the text correction the errors :  

 A : Whats solar energy? 

 B : Its one of the renewable energy sources. 

 A : Why is it called green energy. 

 B : We its green energy because it helps us keep the earth green I mean it doesent emit any 
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pollutant in the atmosphere when we produce and use it. 

 A : I see then it must be a clean source of energy. 

 B : Exactly. And thats why its also called clean energy. 

 10.There are ten errors in the use of punctuation marks in the following text :  
 Husband : Cant you cook food properly. 
 Wife : I cook food properly the problem is with you. 
 Husband : Really these foods are crap they taste pathetic. 

 Wife : I spend time in the kitchen from morning till afternoon. I work hard. I take care of 

two children at home. What do you do? 

 Husband : I work hard and earn money that you spend lavishly. 

 Wife : How dare you, say that. 
 Husband : Well that is the truth. 
 11.There are ten errors in the use of capitalization and punctuation marks in the following text. Rewrite the text correcting errors:  

 Nazmul : Excuse me where is the nearest hospital 

 Arafat : Its about 2 kilometers from here You will have to hire a taxi You can also go by bus 

 Nazmul : I see Is there a bus station near here 

 Arafat : Yes there is a bus stop at the corner. 

 Nazmul  : Thank you. 

 Arafat : Dont mention it. 

 12.There are ten errors in the use of punctuation marks in the following text. Rewrite the text correcting the errors.  

 Arif  : Hello. How are you Zakia? 

 Zakia : Fine. What about you. 

 Arif : Well! was a bit sick. 

 Zakia : Really What happened. 

 Arif : Stomach upset. I had outside food. It trouble my stomach. 

 Zakia : That's why I always try to avoid outside food they are unhygienic. 

 Arif : I'm not going to have it anymore.  

 Zakia : Anyway you take care bye. 

 Arif  : Bye. 

 13.There are ten errors in the use of punctuation marks in the following text. Re-write the text correcting the errors. 

 "Good Morning where are you going’’ said the merchant. I was just coming to see you said the 

youth. "What do you want" "Please help me to earn my bread by the labour of my hands. "Do you 

really want work!" said the merchant. yes if you have any." ``Then follow me and carry the box 

from the shop to my house." "By Allah I'm really grateful to you." said the youth. 

 14.Rewrite the following text correcting the errors in punctuation.  

 Student : May I come in Sir? 

 Principal : Yes, come in 

 Student  : Good morning Sir 

 Principal : Good morning how can I help you. 

 Student  : Sir we would like to arrange a study tour 

 Principal : It's a great idea Ill appreciate it Submit an application to me so that I can take step 

in favour of you. 

 Student : Ok Sir, We will write an application on behalf of the students 

 Principal : Ok, see you 

 Student  : Thank you very much, Sir 

 Principal : You are most welcome 

 15..Rewrite the following text correcting the errors in punctuation.  

 Tourist : How old the edifice guide 
 Guide : Madame its a 15th century edifice 
 Tourist : What a wonderful edifice it is 
 Guide : It was built by Akbar the emperor of India. 
 Tourist : Oh I see 
 Guide : Madame we should move now. The sun is about to set. It would be dark. 
 Tourist : Isnt the place safe? 
 Guide : It is. But the security does not allow anybody after the sunset. 
 16.Rewrite the following text correcting the errors in punctuation. 

 how is your father rana said mr karim he is very well thank you replied rana i and glad to hear 
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that he is in good health said mr karim. 

 

 17.Rewrite the following text correcting the errors in punctuation. 

 Student : What is meant by deforestation sir? 
 Teacher : Being a student of class XII you do not know this. 
 Student : No sir my conception is not clear. 
 Teacher : OK what is your conception? 
 Student : If we go on cutting down our trees a day will come when there will be no trees left this is called 

deforestation. 
 Teacher : Well done you are correct. Your conception is absolutely clear I see. 

 18. Rewrite the following text correcting the errors in punctuation. 

 Lady Guest  : You see youve filled your stomach with a lot of meat. Therefore you cant eat any more? 
 Writer  : I took a Mutton chop. 
 Lady Guest  : Follow my example! 
 Writer  : Ill do better than that dont be tensed? 
 Lady Guest  :  Humorist you’re quite a humorist. 

 19.Rewrite the following text correcting the errors in punctuation. 

 Abid : Have you heard the latest news 
 Hasan : No whats happened 
 Abid : Well it seems Tamal and Topu have broken off their friendship.  
 Hasan : Really its not at all surprising. 
 Abid : Why do you think so? 
 Hasan : Tamal was very selfish. They were bound to break off today or tomorrow.  
 Abid : Yes the sooner the better. 

       Hasan :           But Topu is a good boy. Hes a pretty tough character. 
 
 20. Rewrite the following text correcting the errors in punctuation. 

 My dear friends said the piper I know a charm by which I can rid you of these rats but you must pay me one thousand 
guilders for this service One thousand guilders cried the men We will give you ten thousand if you can rid us of these 
rats 

 21..Rewrite the following text correcting the errors in punctuation. 

 Tourist:    How old is the edifice guide? 
 Guide :Madam its a 15

th
 century edifice.  

 Tourist :What a wonderful edifice it is 
 Guide :It was built by Akbar the then emperor of India. 
 Tourist :Oh! I see. 
 Guide :Madam we should move now. The sun is about to set. 
 Tourist :Isnt the place safe 
 Guide :It is but the security does not allow anybody after the sunset. 

 22.Rewrite the following text correcting the errors in punctuation. 

 Asad : Excuse me Where is the nearest hospital 
 Mizan :Its about 2 Kilometers from here You will have to hire a taxi You can also go by bus 
 Asad : I see Is there a bus station near here 
 Mizan : Yes there is a bus stop at the corner. 
 Asad :             Thank you. 
 Milan :           Dont mention it 

 23. Rewrite the following text correcting the errors in punctuation. 

 Mou : Hey what's your HSC result. 
 Keya : GPA-5 
 Mou : Wow, That's wonderful. You really deserve it friend.  
 Keya : Thanks what about you 
 Mou : GPA 4.50. I got poor grades in English and Mathematics.  

 Keya : Never mind do well next time.  

 Mou : Anyway are you trying your luck in Dhaka university? 

 Keya : Yes and you 

 Mou : Will my poor GPA allow to sit for the Dhaka University test I don't think so.  

 
 
 



Smart English Care  Academic English CoachingS.S.CH.S.CDegree Hon’s 

 

01724-277088 , 01615-060504 

 

1
1

 

 
 

1.  
 Abid : We are about to finish our H.S.C examination. Are you thinking about your future? 

 Hasib : Yes, what about you? 
 Abid  : I want to pursue higher education. What are your plans? 

 Hasib : I rather follow some vocation course to make my career. 

 Abid : Really? Have you thought of any particular vocation? 
 Hasib : Yes, I would like to join the Fashion Design course. This career has a prospect these days. 

 Abid : Is it suitable for boys? 
 Hasib : Why not? Boys are as good as girls in many professions now-a-days. What's your future plan? 

 
 Abid : I would like to gofor teaching. 
 Hasib : It's a good profession for a studious boy like you. 
2. "I'm not in the least hungry," my guest sighed, "but if you insist I don't mind having some asparagus." 

 I ordered them. 
 "Aren't you going to have any?" 
 "No, I never eat asparagus." 
 "I know there are people who don't like them. The fact is you ruin your palate by all the meat you eat." 

 "Coffee?" I said. 
 "Yes, just an ice-cream and coffee," she answered.  
3. Tourist  : How old is the edifice, guide?
 Guide : Madame, it’s a 15th century edifice.  
 Tourist  : What a wonderful edifice it is!  

 Guide : It was built by Akbar, the then emperor of India.

 Tourist  : Oh, I see.
 Guide : Madame, we should move now. The sun is about to set. It would be dark soon. 

 Tourist  : Isn't the place safe?  
 Guide  : It is. But the security does not allow anybody after sunset.

4. "How is your father, Rana? said Mr. Karim. "He is very well. Thank you,’’ replied Rana. "I am glad to hear that 
he is in good health,’’ said Mr. Karim. 

5. Son : Did you keep a diary during the Liberation War? 
 Father : Yes, I did. 
 Son : Can I have a look at it?  
 Father : I'm afraid, I've lost it. 
 Son : Can you remember anything about it? 
 Father : Yes, I remember one event. There were lots of sounds and bangs outside one night. You wanted to 

look out but we didn't let you. 

 Father : Because it was very dangerous. You were only four years old then. 

 Son : I can't remember anything. 
 Father : It's natural. No one can remember all from early childhood. 

6. Myself : Good morning, Rana! How’re you? 
 Rana : I’m so so. And you? 

 Myself : I’m well. But why aren’t you completely well? 

 Rana : In every examination, I’m cutting a sorry figure! 

 Myself : What’s the reason? Don’t you utilize your time properly? 

 Rana : I spend most of the time in watching TV. 
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 Myself : Recreation is necessary. But spending too much on this has no good side. 

 Rana : I don’t feel bored in watching TV. 
 Myself : But, as a student, you’d study more and more. 

 Rana : Thank you for your good advice. 
 Myself : Welcome. 
7. Entering the study, my elder brother looked around and burst out in disgust, “How dirty you have 

made the room! Why do you use it, if you can’t keep it tidy?”  
 I said, “I am extremely sorry. I have been a nuisance. In future, you'll never see the room in such a bad 

condition, I promise.” 
 

8. Aryan : Do you read newspaper regularly, Farhan? 
 Farhan : Yes, I do. What's about you?  
 Aryan : To tell you frankly, I do not read newspaper regularly. 

 Farhan  : Why? You get enough time during the break in the college. 

 Aryan  : Yes, I do get. But I do not like. Moreover I think it is a wastage of time. 

 Farhan : Remember newspaper is called the 'storehouse' of knowledge. The more you will read 
newspaper, the more you will learn. 

 Aryan  : Then from today, I will start reading newspaper. 
 Farhan  :  Yes, that's like a good friend. 
9. A  : What’s solar energy?  

 B   : It’s one of the renewable energy sources.  

 A   : Why is it called green energy?  

 B   : Well, it’s green energy, because it helps us keep the earth green. I mean it doesn’t emit any 
pollutant in the atmosphere when we produce and use it.

 
 A   : I see. Then it must be a clean source of energy.  
 B   : Exactly. And that’s why it’s also called clean energy.

 
10. Husband : Can’t you cook food properly?  
 Wife : I cook food properly. The problem is with you.

 
 Husband : Really? These foods are crap. They taste pathetic.  
 Wife : I spend time in the kitchen from morning till afternoon. I work hard. I take care of two 

children at home. What do you do?
 

 Husband : I work hard and earn money that you spend lavishly.
 

 Wife : How dare you say that?
 Husband : Well, that is the truth.  

11. Nazmul : Excuse me, where is the nearest hospital?  

 Arafat : It’s about 2 kilometers from here. You will have to hire a taxi. You can also go by bus.
 

 Nazmul : I see. Is there a bus station near here?  
 Arafat : Yes, there is a bus stop at the corner.  
 Nazmul  :Thank you.  
 Arafat : Don’t mention it.  

12. Arif  : Hello, How are you, Zakia?  

 Zakia  : Fine. What about you?  

 Arif  : Well, I was a bit sick.  

 Zakia  : Really! What happened?  

 Arif  :  Stomach upset. I had outside food. It troubled my stomach.

 

 Zakia  :That’s why, I always try to avoid outside food. They are unhygienic. 

 

 Arif  :  I’m not going to have it anymore.  
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 Zakia : Anyway, you take care. Bye.  
 Arif : Bye.
13. "Good Morning, where are you going?’’ said the merchant. ``I was just coming to see you,’’ said the 

youth. "What do you want?" "Please help me to earn my bread by the labour of my hands,’’ "Do you 
really want work?" said the merchant. ``Yes, if you have any." ``Then follow me and carry the box from 
the shop to my house." "By Allah, I'm really grateful to you," said the youth. 

14. Student : May I come in, Sir?  
 Principal : Yes, come in.  
 Student  : Good morning, Sir.  
 Principal : Good morning. How can I help you?  
 Student  : Sir, we would like to arrange a study tour.  
 Principal : It's a great idea. I’ll appreciate it. Submit an application to me so that I can take step in 

favour of you.
 

 Student : Ok, Sir. We will write an application on behalf of the students.
 

 Principal : Ok, see you.  
 Student  : Thank you very much, Sir.  
 Principal : You are most welcome.  

15. Tounst :  How old the edifice, guide?  

 Guide :  Madame, it’s a 15th century edifice.  

 Tounst  : What a wonderful edifice it is!  

 Guide :  It was built by Akbar, the emperor of India.  
 Tounst  : Oh, I see.  
 Guide :  Madame, we should move now. The sun is about to set. It would be dark. 

 
 Tourist  : Isn’t the place safe? 
 Guide : It is. But the security does not allow anybody after the sunset.

 

16. "How is your father, Rana? said Mr. Karim. "He is very well. Thank you,’’ replied Rana. "I am glad to hear 

that he is in good health,’’ said Mr. Karim. 

 

17. Student : What is meant by deforestation, sir? 

 Teacher : Being a student of class XII you do not know this? 
 Student : No, sir. My conception is not clear. 
 Teacher : OK. What is your conception? 
 Student : If we go on cutting down our trees, a day will come when there will be no trees left. This is called 

deforestation. 
 Teacher : Well done! You are correct. Your conception is absolutely clear, I see. 
18. Lady Guest  :  You See, you've filled your stomach with a lot of meat. Therefore, you can't eat any more. 
 Writer  :  I took a mutton chop. 
 Lady Guest  :  Follow my example! 
 Writer  :  I'll do better than that. Don't be tensed. 
 Lady Guest  :  Humorist! You’re quite a humorist! 
19. Abid : Have you heard the latest news? 
 Hasan : No. What's happened? 
 Abid : Well. It seems Tamal and Topu have broken off their relationship. 
 Hasan : Really! It's not at all surprising. 
 Abid : Why do you think so? 
 Hasan : Tamal was very selfish. They were bound to break off today or tomorrow. 
 Abid : Yes. The sooner, the better. 
 Hasan : But Topu is a good boy. He's a pretty tough character. 
20. "My dear friends," said the Piper, "I know a charm by which I can rid you of these rats. But you must pay one 

thousand guilders for this service." "One thousand guilders!" cried the men. "We will give you ten thousand if you 

can rid us of these rats." 
21. Tourist : How old is the edifice, guide? 
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 Guide : Madam, it's a 15
th
 century edifice. 

 Tourist : What a wonderful edifice it is! 
 Guide : It was built by Akbar, the then emperor of India. 
 Tourist : Oh! I see. 
 Guide : Madam, we should move now. The sun is about to set. 
 Tourist : Isn't the place safe?  
 Guide : It is. But the security does not allow anybody after the sunset.  
22. Asad : Excuse me. Where is the nearest hospital? 
 Mizan : It's about 2 kilometres from here. You will have to hire a taxi. You can also go by bus. 
 Asad : I see. Is there a bus station near here? 
 Mizan : Yes, there is a bus stop at the corner. 
 Asad : Thank you. 
 Milan : Don't mention it. 
23. Mou : Hey, what's your HSC result? 
 Keya : GPA-5. 
 Mou : Wow! That's wonderful. You really deserve it, friend.  
 Keya : Thanks. What about you? 
 Mou : GPA-4.50. I got poor grades in English and Mathematics.  
 Keya : Never mind. Do well next time.  
 Mou : Anyway, are you trying your luck in Dhaka University? 
 Keya : Yes, and you? 
 Mou : Will my poor GPA allow to sit for the Dhaka University test? I don't think so
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