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Cfaapfer S
PUT{CTUO'U

, Basirntbo Nurtt Stlihu

Objectives of rhe C{rapter
At the end o1'the chaptcr, the shrdents are expectecl to:

9. /isf the various prurctuati., ,rarks aud trreir accorrr;ir,1,ing s-yrrirrois,(ri) explain the nses or'eacir or'the pLurctualion marks;(iii) dilferentiatc betw'ee, p,nc{uatio, nrarl<s r.,v,iih sinrilri.,,ses;(iv) use p,nclualicl, nra.ks corrc-ctly i* give, serltcLrces arrcl or passilgcs;(v) revise ancl coffect badly pnnctJated*l.rassagcs; ancl(vi) pt.eseut all argtlnlellt ou tite imperativcr.re-ss of pLurctlation ruarks in rvritterr ciiscoLrrsc

Resour"ces: See relcrence list.

trlr trocl uction
As sttrcletlts leam to rvritc, tltcy rlirst apply prrnctuatiol irlarl,.:j corrcu:Lly a,clapllroPriately, ltsing proper ptrtrctueLioir in lriting i. oi,,ir.,o.t inrporta.ce fbr cle,r.arrl precisecotrtrrntrication. Prtt]cttation is dt:rivecl fiorn iL Latin word 1,r,,,r',,,,,,, wlrich rlearrs iuserturgpoiuls or stops ill writiug- Pttttclrtations are mechanics of u,ritilg rv6ic1 are useftll to regulirie awrite-up so as to clarily.ureauing that gives clirection in r.vriLiris. f,r."f,".;.;;,'p,,ri,",i*

triarlts al'e syrrlbols r-rsecl to aicl the precision iurcl conqrr-chcns]'o,r ol'a rvlite-r-rp. li.herclbLe,ptutclurtior.r ntark is a key constitLrelt of u,riting, it is esliccilLll), irrrltortant il aclijcrlic writingancl rvheti wrongly r-rserl; it can alter the n.reaning o1-a u,riti.-n t.-t. l-o. exanrple:

It is tittte to ectt lt,[un,!,

It i.s titrrc Io cttt. Al,tt.t'.1

Il i.; tittrc to eat, llat't;i'

Meanwhile, wroltg plrrcc'rncrrt of pr-11161px1itxt uralks can completely clunge the inlencJecl
nleanirtg o1'a setttettce. For instance, witlrin ihe c-railples ubove, clisparities in nteaning 1re
createcl Lly tite sin.rple di1'1'erencr-:s in punctuations. So, punctuation plays very signilicant role in
gir irrg ;rrrticipntcJ rrre:rrrilrg lo ()t,r- ryr'ite-u-I)s.

ljc-1orv ai'e con)rnon types alrc/ uses t-rf1;urrcrrrarion rrrar.lr-s rvirl e.,<arnplcs:
I . .Frrll sto,p/ Period (. )
2. Qrieslion ntrk ('/)
_J. Clonlrra (,)

o 4. Scmicolon (;)
.5. Exclanratiou mark (!)
6. Colon (:)
7. Aposrrophe (')
6. I-lyphen (-)
9. Dash (-)
10. Bracher/Parentheses ()

\L. tr\\i
\3. S\as]

14. Quri. Ful
^,_ I, trI]U

a.

b. l
^IU.:
d.(
e.i

lb- Srmr

Please subri

Tite Deparlrn,

lc. Full s

www.

www.

2. Quatt
sloptha.

a.

b.

c.

d.

f.
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-la. It is

b.

c.

3c.

3d.
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1 I. Ellipsis (...)
12. Capital leuer
1 3. Slasir/ Oblique
I4. Qr_rotation mark (,,)

I' Ftlxi stop or -Pen!*d (') also ktlown as lerr.nin:rl pu,cl,atio* ,larli is used tci incricate trre
;:,r;i: ffifi]:::j*::.,;..,trl mitrt comnran<l oirau inctirecr cluesrion. E.g. " 

-_

b. Nigeriir is the -l 
,r oii prociici,r-o q-.ounL-y in the u,orld.c. you r.ieed to indicate 1hc vcnLIc of.t.[re exarns.d. ('ilecteir is rhc li.:tcst lirrrl lrrirnrl.

,, g Kindly shorv nre the gas statioii.
19 Si*,larly, {,*il s6clrs u.e r,*s.,l:i,".ig,rify abb'evi,rions:
Flease sr-rbinit y.r-rr assigu*ie't o. * ir.l",:" ,lOirru!. oll [,iorclay.

The Departrrielll neeci.s nhortctics 1.rb, llinguage Jab, etc" for f.iinctior,l .eachi,g.

lc' {iuin sriops ,re arso ,sccr i. rveb.sites iillll e,l.iii ,ciri.esscs:
lyw\y-11fl-l I q1lfLgd!. rlg
_rvlyly..qqo gj*e s_c I I o i li r.. c o rt r

2' Question;t'il;ii 
"-.rs'c.l 

to indicrte a rlir"ect qlresriort. lt scn,es rhe ftrirctiurr oia fiiilSioll i1s ii l:(:ill.Lit(:i.
it. .i Ior,r, okl is ],oru, l:iothcr,/
b. ',,l,-hc,n arr: you goirrg oir ill.eall?
c. js that l,t-rLlr ne"w car.,/
tl. Who is )/oLtr t)i:l sotiai tnrlor?
r'. ..\t'e r,,rt {lri., iit.i\ irr.r.sitir-trt
l. \Iilien iti-c \i,t. S,_riitq lor 1j:,.t sir.rilj-rirg,r

lb A ilttesiiori lt-i,:li'ii c,,,li rrlso be ,.,r,,,i ,o irLdiclte tlrat tj,re u,rite;: is Lrircc:r1.i, *,ii' irIrlr iticr: lal- si aicuici.it.

C-'umlnr:il Il:ll; tiIN.i*r-rrr( u cr;:
It i:l i.is,:rl io selrar.aic iteuis iii rl- lisi e.g.
a. "'vVr: iter.:i_l lo j,rri'l nrilk. rrlgs, llotril irlil sriglii.iiti.tire cakeb. 1'hi: ciu is cu{e , spricior.rs, sii lis}t" an.j atli.riclable .c. 'l'he [op rvebsriter; irr rhu- v,,*Llri arc (ltir,l];. lvil:ilsApi;, lirci ]ilicebook.

'ib- coiria cali iiislil be r;seci i.o seParaiJrvorrls rhrrr .i.,,u, p.,1, nt'the,rai* -scnie,ceL..!.

a. Fraiikly, l ciou,r like his atiitucle.
b ilonetrully, t,e w,il1 qet the questions toirion,orv.
Ful.thcnnore' colnl]]a is rtsed to sepaiate lintiing u,ords 1ha[ co,,1i1ec[ one selrtc-ijce toanother e.g.
a' iltlr thther *'arrteci hcr t, get marriccr. 'rhouqri, she irad otiier ula*s.comma is used to conneci tno inrJepc;-rcrerrt criii-rses Lrri,rr1"",riirrli,.,g oo,,1uu.,i,,rr,a' I waited for lre' ftri' o'er five lloi's, bLrt slie rlevcr car-le.b. I heve never been fo Jsrlel, so I ilr.n goiirg tlrcre lbr a conlerence this sLiurit-rer.c. They -ssnlsligd everw,,,her.e fbr thcir*.son, l_trt the-y croultlt,t fini irin.
Senei-cotron {;) is used to combine closely r-elatc,-l senteuces.li' Ili-r parc,t u';tlt|e{l ltim lo study cngiueerinc; however, ire haii o15er pians to slutlyircilicine.

(l(]

.l.

3a.

3c.

Jd.



5.

5b.

7.

]b.

b. Tiris is ii gieat ltovic; itr fiict, ii is one oltite best I li2ve evcr r,vatchetl-

c. The re*.raurant senes spicy lbod; thotigh the prices lii:e ridiculorrsly high.

d. n i:ealiy ilete to be late foi a meetiirg; though, I a:rr trsnaliy early.

e. ilanks rleeil tc be rnoie innovative ; othenvise, tiiey rrtay lose tireir custotrers.

Excllaryatioti lnar$r (i) is used to convey strorg emotions; trt is t"tsed to siitlw di

lceiirigs lil'c.ioy. fcar surp;'ise :,itgr't'. e[c.

a. X am really thrilied aboitt uty ncr.v job!
b. I told you to get cut!
c. i c:in't believe thisl
L,'uiiirermore, exclarriation ntzirli can be tsed afier au irlterjectioti:
a. Cuctri! You pinchcd rne!

b. \,Vowl That look-s anlazing!
6. Cotrom (:) is usecl to inclicate listerl iteuls or a qtrotetit.m in a scntetrce, [t catr also bc

to firrther reaflitnn or ciarify a ccitrplete selltence .

ir. Whelever you drive, you nrust clo the lbllou,ing: weilr vollr scat beli, lbcus on

road arid obey traffic rnles.

b. Seilteuces are ciassilject into the follorn,irg: stlucture and function,
c. [-et me rniike this vety c-lear to you: if ycu fail your: exain, I r,vill seize all

phones an,J laptops.

c1. The corlprissiguer had ihis to sily: "wc are hcre to will tlle ciection, irot to

the goventment."
c. Iier pr iuciples ar e glarirlg: hoLrcsty, pi-orrptuc-s.'; aucl cpentless'

Apostropfracs (') ale tltarlis tised to silorv posscssioLr:

.r. l\ilah's merc:y is cr-rillcss.

Lr. The giltrs' ch"rb is next street.

c. Today is rny brother's birthcltiy'

d. Maryan's ncw car is bltre.

They are ttrerlis use<l 1o shorv ornission of'1et1er (s) in a u'orcl. Tlley are ttsed to

indicate cortractious, e.g.

a. We cair't iiilorv thc:tl to hiive iireir t'vays'

b. I'rn a teacher.

c. I-le'11 sti1l be waiting al the train sta{ion'

d. Ivtly mother doesrl't li1ie ihe idea,

e. Cole dirin't kr.rorv tlie coilseqLiences of his actions.

X{3,pneera (-) is a mai'k used to link or jcin two rclatecl wot-ds together

cornpotrtrci worrls:
il. The vroric-l-best grrcluate use cotnptlter- assisted larrgtrage lcarnirlg.

b. Dele likes tlie palt-tiu're coolis.
c. My Father-in-larv is liincl irearted.

Ilyplrcrt is ilso userl ll'tre r pte llres:
a. Tire er1:resident of Nigeria is tl'oin Nigel l)clta.
b. 'I'he ple-writitg stagc- is lire inost dilficuit pari.

Dash (-) is loilger thltn the hyplien, it is useci io signiiv a shaip

sellar,rte par i cr{ a sentence:

il. Wait a seconcl -- you haven't paicl.

Dash is equally useti to sltorv a brcak in a seuiettce:

a. i can'1 wait lbi- the ti ip --.I am so e:tciteil-

Dash cern be used to ildicate a rallge as weil:

l,r. The traiu is fioin L,irgos -i(arlo.

break in

8b.

9.

9b.

9c.

100
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1{.. QuotaBnr
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a. And
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1.1b. tsegin eacii

rn t'*oPJg;
a. "l

14c. Singjr

a. As
whxi*."

l'4d. Qu*r*ri**,
etcetaraE:r*]..
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b' Nigena came rtirder l-he colollial lrile of ttre flritish from l grh-- zLlth ceulLrry.
Ilracliets { } are used to separaie inibnnation or tllonght inrt ;, uot on,cial to the
meatting of tile seilteitce itl lhe seuse lhat if yon rerlove 1he irrfioimatign iil {.ile l,.racx<.els,
the scntence's rne;rning rem;riusl the sar,ne:
a. Sl.re aske',j R;liirrawa (iler so caliertj rrietrior) l.or.a lo*n.
!.- Marf irhe iXirl ne:rt cloor) is getting rnarried tourorrow.
Eltripsis (.".) is useei to speci[, exciusion, par-ticularly oi ielters or lvorcis. ]ljiinses arc-
fi'equenlly usett lvithin_quotatiors io junrir fli-oin oile plirase t* ,rrotl.*. 

"ffi;,;';r;r;;;that clo not necessar.iiy hintter tne scnteuce,s nteanirr.t:
a. Our r'atiiers fougXtt the rvar... l.iow, tlie r,i.cedol.n js olirs.
Capir*l ietter is used al. the begiiuring of a sellence. ,A.lso, the .irst li:rtcrs oIarltr 6rrolrernouns sirouid be cairitalized:
a. The best foqtbailer- of tire year. is l\4usa Aluriari.
Slash/obilique (/,!ls trsed to separale ooiiotral worr{s or 1:hl.ases :a. Do yoLr rr,;rriI clsli.,tr.lrrsfe L'.)

Quotaiion martris on iravenfecl coullll;ts("") ai-e nsi:d to c:uclosc direcl qriotes rnri tiilc:i
of shori, works:
a An<l iinalJy sire saicl, "slalcl rtp irnr,i go io tire liitcirep to lialie dirrirer,,.b. "lt is tetr o'ciock," she sairi.

13egin eacir itiioiirlion witlt thc upitelcase let{c,r. Ilrrrvc-r,.er, ivhen tIrc qrLtitecl sen[eucc is
in trvo Par:ts, lher.i tire sl-ccrild nar:t L:egins \vith a lowercaser letter. For llrstariccr:a. "l tl:or-ri1ht she rvas a virgiu," l\Iale sairi, ..btit slie isn,t.,,
Single ctuotation tnark is usecl tt; enclosc a qlrotatiol rvitliin thc rlirotecl septerrce:a' As the tr:.cirer remincieci us, "we shourci ,ever ftirgel trrc work o| cjrri*r,ra Achebe.

rvho said, 'Afiica has a dr-earn.,',
Quotrlions ilre aiso used io mar-it the titles oi'jr:r-ulal alticles, slrort stories, poerns
elcetera. Iixan:p1e:
a' 'I'hc Departllent of Engli-sh recentiy publishecl an arlicle entirleci "New T'rends irr

Synla.x" in lvliich the relevance of ttrie Englisir gramr,rLr u,as 6iscussed.

I]

Conclusicn

Sotlle ct)tltLiiiinll'useci ouuctrr:ttiols trrave [-.eet cliscussed in this cirapler. ]t is hcpecl 11iiit
the disctr:;siorl 01'priitcrttlttiou n:arlis u'ill assist the studenls io hairdie ihe iask ,r1. ii,rilirrg rviil
ease. trlall tlie: l11gol1x,,i.s itivolvi:rj iir writing are tllien clu'c ol, liren reacliiig rvilj be cit:ar.Ir a.cl
coflrpreliensil;lc ol'erall, tiir-rs, becomirrg tarniliar ri,ith 1he tlasic pLrpctsalr'6ir lralks irr ihe F.ris,jrsh
]a*eu:rge rvill allon,us to cori'ey tlie precise rnea,ing iir our ,r,r-itirr!1.

corl'ect the ibllowi*g rrassa gc *sin g r g;1lro r*'iaf c p*nct*a tio ns.

ltoP I-IIAD Eil S F{n }' TECI f },i [Q UI] S {i{ } t{
Fhil llarkirrs 20{}E

fi UN[-D{Id G X{[G}T- PE,itSC I{} i I I{G TEA},,rS

Iironi extensir''e rescurcir t,e concluiie that r:>itraorilinar.y lc.aders ernpli-,y clisti,cti-,/r:
ibnlis of verbal comlrlinical-ioii tri is rvliat liLese ientjers say anci rvlrzri tirev clon;t say that sives
tliern rlt;icfizanterze in .getting 1eail:Is to high oer-ibrnranc.e ir,v,:ls these lcarjers truiy mean:r^;!ui
tlicy say llit} fi6'1'1 :rtix lireir tressages firrlsE nreauiugs or irse ainbigrrous ,,r,orc{s Theii:
ctlnversatic'trs ,-;.ir.j .:ilwrlys clrirdir-i ciear: ancl ioliolveri by coinnriLlecl acrio* We call tlic*.1

lr a-1
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altd elrergy ou the pafi of tealtl tnelrbers tlley ais() eltcouragt: niuftlal Liitderstiul.l!l1g betwec'n

tearl rtrerubers and the leadcrrrse language to rnalte a vision s(lettr real anci tvr:rtit attailriirg \,\'ihat

lollorvs is a iess clelailed brit liriler list o1'what ieacleril slrorrltl do to gel lteoplc to r.vorlt togrihet

lo attain olganizational goalri

1. I)eJ'ine a vely ciear picL'ure olilre firtlre a vision lbr thi: leanr 'l-his is crLtciai because

tearls search clespg;;1is1, for lpecilic targeis ct.,usitiet tlie old e,xprcssiott 11'you dotr't

knorv where yoLr ii!'r g..--iirg ariy roacl wiil get yoll there JoLtrneys u'ithoirl a clear

rtestinirtion leave groups iteXing {'lat ancl lost l(eeping tclur.rs inibt-ruecl otl rvllcre tilcy re

heacied eurci horv best to get there rlle.rns leaCeis tlttst be itreltared to aclurorvleclgc and

ada1ttr to changes in operatioiial couclitions autl even objc:ctives leadcrs cantrot sit back

rrnd u,atch but insieacl mrlst ci-eiile and i'ccleaie ilte visioit anrl tetrtrl spirit tliat slops

peopie losing heart and becotning lcst
2. Ee gentritle, evcrl ii'it means low,eriutl yorlt'gniu-r,l Leatiers r'vltc cictte clicli havc an

Ll1tcaruty seiiselabout trow anri lvhcn to L-)ill!'Lrss their itrircr selves 'i'liey ivill cr,'r:tr rcveal

rheir ow1 vl-ilgerabilities at tl:t: righi time io gaiit the i-espect o['tltose ilrottitci thr:ni they

a!'e not so collcentecl abor-ri piojcciing a perieci image they kuorv thal high-irlprrct
ica<lers get restilts by laughing at iiieii oivn fiari's Tlrey ciont ltiay llaite bclier,'e klior', ins

its nrole imporlani to be ihait to seetu'Ltl be

3. Ash goocl qoesiiorls they 1159 eriquilv anii atlvocticy irt siiotrr a way ils t() i(e.ip illetl.I

altreast of wlrat is really goirg on.'lirc1,se:ni tu trsu rt:rittttllc ibrnlLrla of tlie 70-20-i0

rr-rle in couversations 70 per ceitt listenirtg 20 per ccrtt entluii-ing1 rvitii jtrst the right

amouut of adyocac),, aitcl 10 pe;. cent lracliiirq ie srtittL.t'tlrrizing iiur-1 syrttlrcsizirlu,
jrrfoi:lriiiion atrd pror,itiirlg ptr:;sible cotlrses of actiorl

/hnxslven: [o tfue Excraise

TCp LIIADEIISiItP TECIHItIXQUES FCR BUILD{NG fiIGii-PhRllCIlMiNG TIrAt\4S

Phil llarlihs,2008

!-rom exteilsive resealch, we coilcliide lhat extriiol'clilaly lcaciers employ distinr:tir'e ibnlrs of

verbal coillnriqicatio6. It is wl.iat these leaclers say ancl tvhirt they doit't sliy ihat gives iilcrll lii'l

advantitge in gettiirg teams 10 high-per fbrmallce trevels. 'fhese leailers truiy mean what tliey 53y'

They tlol't prix their messitges, LLrcige meanirlgs or ttse atrlbigllous words. Their conversations

,r" ulrroyl; candirl, ctrear, and l'ollowed by committeti actioll-

Vy'e oatrtr tXrepr 'porverftll conversaiions', because ttrey mahe btrriepririits col'ne alive al.rd create

pcsitive attitucles and eltel-gy on the parfl of team tr-iettibers- Tl'ey also etrcoui'age i1llrhral

rulclerstap<Jing between lcaCrnembers and tlie treadcr; use ianguage to inake a visicn seetn real

au{-I worlh attaining- ...Wirat l'otriorvs is a ness deta.i{ed but fuller lisi olwiiat lea<lei-s shoultldo

; ;.;;;;pi; i" **r. togetlier to aiiai' orga,izaiional goals'

t. Defile a vely clear-picture of iiie {uiirre - a visio-ir {'oi-the team. This is cntcial, becattse

teams search desperately for specitic targets. Consicier the o1d expression: "If you don'f

klow wirere y"ri u." going, an)' road rvill get you ihere." Journeys without a cleat

destination leave grouis f'eeling flat and iost- Keeping tearns informed on where they'te

l-ieacled and trror,v best to get tliere rleaiis leiiders tlust be prepared to acknowledge.and

arlapt to changes in oper;itional conditions arci even objectives. Leaders camrot sitback
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antl watch, but iusteaci urtlst creiite ;ind recrelite rhe vision ancl tearn s;lirit that stops
, people losing ireart and becoraing lost.
2' Be genlriile, evcit ii'it nreairs lowering your guard. Leaciers who cr.cate ,clicl<, lla,e an

Llncailil)/ sense abouI how anci v;hen to r]xoress tlreir jnnel sclves. They wili even reveal
their orvl vullerabilitius at th* ri,':.ltt l.inre lo gail the respeci oi'xhcse ai-crun.l ttrre1l. They
are nct so '.:o1lc0n1ec1 airoilt pioiecting a per"1'ect inrage: they {rnovr that trrig6-ipr,act
leaders get l-esults by laughing at ilrclr ora,rr l'iirws."Iney riou't irlay nrake-belierre,
i<nowing it's ltiore intpcr-trlrr[ 'ie. ]",e' lltan [o ,;;enr tc be'.3. A.sk good rlucstiuns. Xhcy usc etrq,-riry a1d a{rrocac;,i11 srir:ir a w-ay as to keep ihet6
:ibrc-ast oi'whlit is really going on. Ttrrey se*rn to rxse it siropie 1i:ltl,rria of ttic l0-2r;-lo
rr"rle in cctivei"slltiotls: 70 lrcr ceur listcul,rri, 10 i,er ctrri ";liiluiriiirg witli jusl tire righi
aniollitt of tttlvocac:y, a|id [0 per ceilt lrar:liing {r.c", st-irirrrriiriziirg an.1 synihr::;izuri:
itformatioil, nird lrlovidirg ptislible cotirscrli ot iictioir).
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