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+ around relative clauses containing who, when the who clause contains non-essential
information.
No comma:  The woman who stole my car was arrested.
(The information n the who clause s essential inorder
t0 understand the sentence)
Comma:  Marilyn Reed, who is from Calgary, stole my car.
(You can understand the sentence without the who clause.)

Comma Usage

‘Some people mistakenly believe that a comma's fole is to show pauses.

However, a comma has a more specific function: it helps to keep distinct

ideas separate. Never separate a subject from its verb with a comma.
There were many reasons the company's president, decided to flee
the country.

W THE SEMICOLON ()
Use a semicolon
* to connect two related and complete thoughts;
The company has closed; about fifty people lost their jobs.

« to connect items in a series If the items have internal punctuation or are very long.
The presentations wil be in Calgary, Alberta; Wir
Texas; and Seattle, Washington.

ipeg, Manitoba; Houston,

M THE COLON ()
Usea colon

« aftera complete sentence that introduces a quotation;
Seth Godin gives his views about success: “Leaders must be wiling to fal”

« tointroduce a series o a lst after a complete sentence

‘Someone who grieves passes through five stages
depression, and acceptance.

: denial, anger, bargaining,

« tointroduce an explanation or example;
The tiny painting is outrageously expensive: it costs $1.5 millon.

+ afterthe expression thefollowing;
Please do the following: read, review, and respond.

t0 separate the hour and minutes in expressions of time.
The exhibit will open at 12:15
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EXERCISE S

Correct twenty punctuation errors. You may need to add, change, or remove some
punctuation marks.

EXAMPLE: Scientists examine human brains| to learn about creativity.

1. Can signs of genius, be observed i peoples brains? When Albert Einstein was.
‘about age three his parents brought him to a pediatrician. Albert seemed to be
very bright, however he could not talk.

2. Children usually learn to speak in the following stages recognition, mirmicry,
production, and fluency. At the time, Mrs. Einstein did not understand

Alberts problem so, she was frustrated with her son.

3. Onafriday at 2h15, the Einst

' were shocked when Albert began
to'speak. Later, the boy surprised his teachers, because he could do.
complicated equations. Whenever,the boy had achance, he made

mathematical formulas.

4. Albert Einstein offered to give his brain to scientists, before he died. In 2003,
D Kenneth Heilman examined a piece of Einstein's brain, he recorded his findings.
Dr. Heilman, who works at the University of Florida wrote about the study. He
discovered that the esteemed scientist, had unusual brain development. The left
side of Einstein’s brain which developed slowly, may have influenced the right

hemisphere's growth. The differences in Einstein's brain, may have played a crtical

role in his intelligence according to Dr. Heilman.

12
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EXERCISE 6

The following sentences appeared in student writing. Fix twenty punctuation and
capitalization errors.

1. I dislike philosophy. Although, | think it will be useful for my personal culture.

2. Gabriella went to High School in Lachine, then she came to our college

two years ago.
3. 1will inish my Music courses this year, and Gabriella willfinish her's next year.

4. After losing a job, people go through several stages; anger, denial, hope,

and action
5. Working with the public is fine, because the job requires it

6. The students answers were divided, some will graduate in march and other's in

december
7. Karine want's to get a Degree in Science.
8. Karine likes her courses however, she wants to change programs next year.

9. Three things she likes are: psychology, math, and french.

Answer the following questions If necessary, go back and review the
appropriate section.

1. Correct the number errors in each sentence.
a) About twenty percent of the population loves his paintings.
b) 40 people were at the show.
©) We spent a hundred and fifty dollars on the painting.
2. Correct the punctuation errorsin each sentence.
@) The house which had been renovated, was extremely beautiful.

b) For André, the most important things in life are: love, money, and fame.

©) Karine's classes are in the same building as her three friends classes.
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FINAL REVIEW

Identify and correct fifteen errors in numbers, capital letters, or punctuation.

EXAMPLE: Richard Avedon was a photographer off people, places, and things.

1. Richard Avedon a great ashion photographer, grew
upin New York. Avedon ived on 74th avenue and
went to Univrsity in the city. At Columbia universiy,
he studied Philosophy. Later, he decided to become

anartist

2. In his twenties, Avedon became a staff photographer
for Vogue, he also worked for Harper's bazaar. Many

of Avedons photos featured three items a chair,

awhite backdrop, and a face. Generally,allof his

model’s faces are lit up with stark lighting.

3. 1n 1976, Avedon published a book called Portraits. His book has 29 fashion shots,
125 portraits, and twelve war images. One of his photos, an iconic image of

Marilyn Monroe has been reproduced in 10005 of books and magazines.

® . Onctobr 1,200, ichrd Avdon pss awy. Befre h . e compared
ot ra
Bttty PO S T ——————
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There are two basic styles for number usage. Business and technical writing have
one style, and academic writing has another. In business and technical fields, use
numerals instead of words in charts, statistis, graphs, financial documents, and
advertising. The numbers one to ten are written as words only when they appear
in sentences.

However, in academic writing, numbers are spelled out more often. Review these rules
for using numbers in academic writing.

« Spell out numbers that can be expressed in one or two words:
We spent eleven days in Vancouver.
There were forty-seven job applicants.
The airline had room for four hundred passengers.
That day, thousands of people cleared customs.

+ Use numerals with numbers of more than two words.
The manager booked rooms for 358 guests.
« When the sentence begins with a number, spell out the number. I the number has

more than two words, do not place it at the beginning of the sentence. (You can add
About or Exactly before the number)

Three hundred people were invited to the concert.
There were 158 guests.

Spell out fractions and hyphenate them.
Only one-third of the respondents own a house.
« Use a numeral before milion or billio, but spell out millon or bilion. (1t i easier to
read 20 million than 20,000,000)
The company hopes to sell about 14 million units.
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+ Use numerals when writing measurements, addresses, dates, times, degrees, pages,
or divisions of a book. Also use numerals with prices and percentages. For prices,
you can use the § symbol or write dollars. Notice that the symbol appears before:
the number)

Avyearly subscription costs $29, which s about 15 percent less than the
cover price

Several Numbers in a Sentence

‘When writing two consecutive numbers, write out the shorter number.
‘We used two 14-inch pieces of glass.

Be consistent when writing a series of numbers.If some numbers require
numerals, then use numerals for al of the numbers.

We ordered 19 desks, 8 filing cabinets, and 120 paper packages.

EXERCISE 1

The following sentences appeared in academic writing. Underline and correct
any errors with numbers.

EXAMPLE: Pat Ray was just 9 years old when she picked up a camera.

. 100 students were invited to a photography exhibit, and 2/3 decided to go.

2. In her studio, Patricia Ray has six ol paintings, 112 photographs, and
thirty-three watercolours.

3. She has worked professionally as an artist for 10 years.

4. Asmallart gallery exhibited 25 of Ray's watercolours.

5. 40 people came to the art exhibit.

6. Ray would ke to publish an art book and sell each book for
one hundred and twenty-nine dollars.

7. She wants tosel-publish 50 168-page books. 12

. In a survey, ninety-five percent of respondents called Ray's photographs
“exceptional”
. 689 people viewed the exhibit after paying the 105 admission fee.

10. Some Picasso artworks have sold for over 30,000,000 dollars.
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Abbreviations

An abbreviation is the shortened form of a word. Sometimes a Latin abbreviation is
used for common words. For instance, ie. means id est in Latin, or “that is” in Engli

Dr=Doctor  Mr.=Mister  p.m.= post meridiem (after noon)

Other types of abbreviations (also known as acronyms or initialisms) are formed
with the firstletters of a group of words. Many companies and organizations use.
such abbreviations.

OPEC = Organization of Petroleum Exporting Countries

Write out what each abbreviation means.

EXAMPLE: Feb,  February

1 eg 6 ud
2. Mrs. 7. Comp.
3. apt 8 e
& A 9 b
5. B 10. )
| exeraises |

Write the long form of each acronym.
ExampLe: FBl  Federal Bureau of Investigation

1. Rowp

2. as

3. csis

4 cE0

5. NAFTA

6 RIP

7. o

8

9. ol
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Capitalization
Most capitalization rules apply to specific individuals or places. If you make a general
reference without giving a specific name, capitalization is unnecessary.

sdoctor  asueet  theschool  thecompany

Always capitalize the following:
« The pronoun |
« The first word of every sentence

« The days of the week, the months, and holidays
Thursday June 15 Labour Day
Note: Do not capitalize seasons: spring, summer,winter,fll.
« The names of buildings,streets, parks, public squares, lakes, ivers, ites, provinces,
and countries
Manuiife Building  Regent Boulevard  Mount Royal Park
Lake Louise Red River Winnipeg, Manitoba
* The names of companes, schools, and colleges
Apple Computer  Morrow High School  Franklin College

« Languages, nationalites, tribes, races, and religions
Swiss Mohawk Catholic
« The titles of specific individuals
General Dallaire  Prime Minister Brown  Chancellor Merkel
« The first word and all major words in tites, excluding articies (¢, an, the), prepasitions
in,on, a, etc.), and conjunctions (and, but, or)
Great Expectations Lord ofthe Fles House of Cards
« The names of historical events, eras, and movements
World War I Pleistocene Era The Jazz Age

+ The complete and offcial names of government or academic departments
Department of Moder Languages Centre for Rural Affairs
Note: Do not capitalize academic programs or areas of study.
She studies psychology. She s in the social sciences program.

« The titles of specific courses 12
Physics 101 Marketing 201 Advanced Algebra
Note: I you refer to a course without mentioning the tite, it is not necessary
touse capitals

He s in math class. She likes physics.
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Academic Degrees

Do not capitalize academic degrees when spelled out. Only capitalize the
abbreviated form.
Nocaps: Mike has a master of arts in literature.

Caps:  Mike has an MA in lterature. He wants to get a PhD later.

Add fifteen missing capital letters to the follo

paragraphs.

‘The New York academy of sciences has examined how people respond to music.

‘The study, done in april of 2005, examines whether musical training can make
people smarter. The researchers found that lstening to a song such as Radiohead's

“fake plastic trees" can enhance brain functions.

2. Gordon Shaw earned his bachelor of science and later completed a doctorate in
physics at comell university. He was co-founder of the Music Inteligence neuronal
development institute. He also wrote the book Keeping Mozart i mind. Shaw

studied the lnk between music and the brain. He determined

that music can enhance math abilties.

3. 1wish | had known about Shaw's theories when | studied
math at Greendale high school. | would have studied
with the song “Tonight's the night” playing on my

headphones. Maybe I will study music in university.
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Punctuation

W THE APOSTROPHE ()
Use an apostrophe to form contractions.
« Join certain subjects and verbs together.  They're busy.

« Join an auxilary to not. He shouldn't quit his job
‘The apostrophe is also used to indicate possession.

 Add s to singular nouns, even when the noun endsin 5. Ann's dog and Jess's cat
= Add an apostrophe after the -s on plural nouns. the workers’ lockers

« Add s to irregular plural nouns. the men's room

W THE COMMA ()

Use a comma

« with quotations (fter an introductory phrase or before an end phrase);
‘Gandhi said, “Fear ilsthe soul”
“Fear kills the soul,” Gandhi said.

+ to separate words in a series. Generally, place a comma before the final and;
Everyone needs food, water, and shelter

+ inadate (before the year), when the order is month, day, and year. If the date comes

i the middle of a sentence, put a comma afterthe year;

John Lennon was born on October 9, 1940, and died on December 8, 1980.

« after an introductory word or phrase;
After the election, the candidate rested.

« after a transitional expression;

However, we may meet later.
‘The judge made her decision; therefore, the case is closed.

« around interrupting phrases that give additional information about the subject;
Isabelle, an artist, makes astonishing paintings.

« in compound sentences before the coordinator (and, but, yet, o, o);
‘The job is easy, but it doesn't pay very well.

« around relative clauses containing which; 12
‘The files, which are in my office, contain important information.
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