Capitalization Rules

Capitalize the first word:

1. The first word of a sentence. (He likes to nap.)

2. The first word in the greeting and closing of letters and emails. (Dear Mr. Smith, Yours truly,)

3. The first and last word and important words in titles of literary or art works (books, songs, short stories, poems, articles, movie titles, magazines, paintings, sculptures, etc.). Conjunctions, articles, and prepositions with less than five letters are not capitalized unless they are first or last words. Prepostitional phrases often give us more information about time, place, and movement and begin with: in, before, after, at, down, across, inside, out, outside, for, by, on, between, behind, under, around, against, near, through, throughout
4. The first word of a direct quotation. (“We are going home,” said Dad.)

Capitalize names, initials, and titles of people:

5. The pronoun I.  (May I go with you?)

6. The names and nicknames of people.  (Sam, Joe, Jones, Shorty, Sweetie)

7. Family names when used with or in place of the person’s name unless it is preceded by a possessive noun or pronoun. (Aunt Sarah, Mom, but not my mother, Sam’s aunt Sarah)

8. Titles or degrees used with, or in place of, people’s names (Ms., Dr. Smith, Captain, President,  Sir, John Smith, Ph.D.), but not when used as a substitute or after a name. (Dwight D. Eisenhower was president after World War II.)

9. People’s initials. (J.D., Michael L. Smith, M. E. Trent)

Capitalize names of times:

10. The days of the week & months of the year (Monday, July) but not seasons of the year (fall).

11. The names of holidays. (Christmas, Thanksgiving, Arbor Day)

12. The names of historical events, time periods, laws, documents, wars, and distinguished awards. (Civil War, Middle Ages, Medal of Honor, A.M., P.M., A.D., B.C.)

Capitalize names of places:

13. The names and abbreviations of cities, towns, counties, states, countries, and nations.  (Dallas, Texas, Fulton County, Africa, AR, TX)

14. The names of streets, highways, routes, and post office boxes. (Atlantic Avenue, Baltic Street, Highway 89, Route 66, Rt. 1 Box 102, P.O. Box 145)

15. The names of lakes, rivers, oceans, mountain ranges, deserts, parks, stars, planets, and constellations. (Lake Lewisville, Rocky Mountains, Venus, Yellowstone National Park)

16. The names of schools and specific school courses, but not general subjects except English. (McMath Middle School, Algebra II, American History, not reading, math, science, high school)

17. North, south, east, and west when they refer to specific sections of the country but not directions (He drove east. She is from East Texas. We live in the South.)

Capitalize names of pets, things, products, organizations, proper adjectives:

18. The names of pets. (Spot, Tweety)

19. The names of brands/companies but not the product itself (Campbell’s soup, Ford trucks, Wolf Brand chili)

20. The names of buildings, bridges, monuments, ships, planes, space ships (Empire State Building, Titanic, The Gap, The Columbia,  Statue of Liberty)

21. Proper adjectives. (English language, Italian restaurant, French test)

22. The names of clubs, sports teams, organizations, and musical groups (Lion’s Club, McMath Student Council, the Beatles, Texas Rangers)

23. The names of political parties, religious preferences, nationalities, and languages. (Democratic Party, Republican, Jewish synagogue, American, English, Spanish)

Punctuation Rules

End Marks

1. Use a (.) for declarative sentences. (Mom baked me a cake.)

2. Use a (?) for interrogative sentences. (Why did Mom bake you a cake?)

3. Use a (!) for exclamatory sentences or interjections. (Wow! You ate the whole cake!)

4. Use a (.) or (!) for imperative sentences. (Please pass the cake. Don’t eat my cake!)

Commas to Separate Time Words

5. Use a comma between the day of the week and the month. (Friday, July 23)

6. Use a comma between the day and year. (July 23, 1999) (23 July 1999)
7. Use a comma to separate the year from the rest of the sentence when the year follows the month and day. (We spent July 23, 2003, in France. NOTE:  No comma is used with just month and year. We vacationed May 2004 in Mexico.)

Commas to Separate Place Words

8. Use a comma to separate the address from the city, state, or country. (I will drive to Dallas, Texas. We live at 123 Avery Lane, Columbia, South Carolina).

9. Use a comma to separate the address, city, state, or country from the rest of the sentence when any two of them are used together. (We flew to Cozumel, Mexico, on July 23.  He left for 673 North Beech Street, Denton, on Tuesday morning.)

Commas to Make Meanings Clear

10. Use commas to separate words or phrases in a series. (We bought soup, crackers, and tea.)

11. Use commas to separate introductory words such as yes, well, oh, and no from the rest of the sentence. (Oh, I didn’t know that.)

12. Use commas to separate nouns of direct address (the name of the person or group directly spoken to) from the rest of the sentence. (Mom, do I have to clean my room?)

13. Use commas to set off appositives (a word, phrase, title, or degree used directly after another word or name to explain it.) (Sue, the girl next door, likes to draw.) Do not use commas to set off appositives that are identifying a person or thing by answering the question, Which one(s)? (My brother Tim is riding in the horse show.)

14. Use commas to set off parenthetical expressions that provide additional information that can be easily removed without changing the meaning of the sentence. (Reserved seats are an extra cost, according to the brochure.  The actors, I believe, are not ready for the show.)

15. Use a comma to set off two or more introductory prepositional phrases (prepositions-often give us more information about time, place, and movement: in, before, after, at, down, across, inside, out, outside, for, by, on, between, behind, under, around, against, near, through, throughout), when the prepositional phrase is very long (four words or more), or when a comma is needed to make the meaning clear. (In the late fall of 1991, Mr. Jordan was elected mayor. After her incredibly complicated and exhaustingly emotional day, the grieving woman cried herself to sleep.  On Friday, Freddy, Frank, and Frodo went to the movies. )

16. Use a comma after an introductory participle and an introductory participle phrase (phrase that give more information about a noun) or a nonessential participle phrase or none essential clauses.  (Plagued by deficits, many cites need state aid. Roy Pearce, standing by the door, is first in our class.)

17. Use a comma when separating two or more adjectives before a noun that are not connected by a conjunction. If the sentence reads smoothly when placing the word and between the two adjectives, use a comma. If it doesn’t, don’t use the comma. (We followed the steep, narrow road to their mountain cabin.)
18. Use a comma or set of commas to set off too in a sentence when too means also. (Air pollution, too, causes problems.)

Commas in sentence structure

19. Use a comma before a coordinate conjunction when writing a compound sentence. The coordinate conjunctions are: for, and, nor, but, or, yet, and so.  (The alien flew around my head, but I ignored it.)

20. Use a comma when writing a complex sentence in which the subordinate clause precedes the independent clause. Subordinate clauses will begin with subordinate conjunctions such as: after, although, as, as soon as, because, before, even though, except, if, since, so that, than, that,  though, unless, when, where, while, or until.  (As soon as it stops raining, we will leave for the beach. We will leave for the beach as soon as it stops raining. )

Semicolons

21. Use semicolons to separate independent clauses that are brief and closely related.  This works best with cause and effect information.  (Kristi’s skating routine is the best; she won six gold medals. It rained all day; our picnic was cancelled.)

22. Use semicolons when writing compound sentences using a conjunctive adverb or transitional words or phrases. Some of the conjunctive adverbs are accordingly, also, besides, consequently, finally, furthermore, hence, however, instead, moreover, nevertheless, otherwise, similarly, still, therefore, thus.   Common transitional words include as a result, for example, in addition, in fact, in other words, on the other hand. (I have not had much time to devote to my studies; nevertheless, I take a major test on Tuesday. I have been spending all of my free time watching videos; as a result, I have not read my novel.)

23. Use semicolons instead of commas between items in a series if the items themselves contain commas. (Next week the President will visit Norfolk, Virginia; Cincinnati, Ohio; and San Antonio, Texas.)

Letters

24. Use a comma (,) after the salutation of a friendly letter. (Dear Sam,)

25. Use a comma (,) after the closing of any letter. (Yours truly,)

26. Use a colon (:) after the salutation of a business letter. (Dear Ms. Johnson:  Dear Board of Directors:)

Periods

27. Use a period after most abbreviations or titles accepted in formal writing.  (Mr., Mrs., Dr., Capt., St. Louis) Note:  These abbreviations cannot be used by themselves.  They must always be used with a proper noun. In other abbreviations of well-known organizations or words, periods are not required. (USA, GM, GTE, AT&T, AM, FM, TV, NASA). Use only one period after an end of an abbreviation at the end of a sentence. Do not put an extra period for the end mark.

28. Use a period after initials. (C. Smith, D.J. Brewton, Thomas A. Jones)

29. Place a period after Roman numerals, Arabic numbers, and letters of the alphabet in an outline. (II., IV., 5..,  A.)

Apostrophes

30. Form a contraction by using an apostrophe in place of the letter or letters than have been omitted. (I’ll = I will, he’s = he is, isn’t = is not, wasn’t = was not)

31. Form the possessive of singular and plural nouns by using an apostrophe. (boy’s book, boys’ books, children’s toys)

32. Form the plural of letters, symbols, numbers, and signs with apostrophe plus s (’s).  (9’s, B’s, 7’s, #’s)

Italics
33. Use italics for the titles of books, newspapers, magazines, musical compilations, works of art, ships, television shows, movies, etc. (A famous movie is Gone with the Wind.  I read the Dallas Morning News on Sundays.)

Quotations

34. Use quotation marks to set of the titles of songs, short stories, poems, articles, essays, short plays, television episodes, movie scenes, and book chapters. (Do you know the song “America”? He read “Charles” to the class.)

35. Quotation marks are used at the beginning and end of the speaker’s words to separate what is being said from the rest of the sentences.  Since the quotation tells what is being said, it will always have quotation marks around it. (“I enjoyed swimming with the rays while on vacation,” declared Leah. ) 
36. Use single quotation marks to enclose a quotation within a quotation. (“My teddy bear says ‘I love you’ four different ways,” said little Amy.)
37. Use a period at the end of explanatory words that come at the end of a sentence. (“What were you thinking?” asked my mother.)

38. Use a comma to separate a direct quotation from the explanatory words. (Stephan explained, “I think we’ll be late for class due to the traffic.”) If the introduction to the quote is an independent clause, use a colon. (She offered the following advice: “Don’t drink the water.”) Do not use a comma if the quote is made a part of the sentence itself. (She said that “it was fine.”) 
39. Commas and periods always go inside the quotation marks, and colons and semicolons go outside. (“There was a storm last night,” Paul said. “There was a storm last night”; he said this with fear in his voice.) 
