INSERTIONS: ADDING THINGS TO THE TEXT

Character
or word

Space

Full stop

Comma

Colon

Semicolon

Apostrophe

Hyphen

Dash (en or
em rule)

Quotation
marks
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Use this mark to add aLor a lei}fer.
N
#*
Insert a space whenﬁhings run together.

Insert a full stop at the end of a

sentence
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To insert a comrna/use this mark.
\

Three pu%)ctuation marks cause
confusion)(colons, semicolons and

®

Avoid the comma splice/learn how to

commas.

use a semicolon.
9
R’s important to use apostrophes.

You can choose to hyphenate the word
copperate.
A dash can be used/like thi%to show a
sudden break in text.
3 ‘2_’.
ow does one become an editor‘%he
asked.




