TAB GRAMMAR & PUNGTUATION TOOLKIT

A colon (:)is a punctuation mark used to introduce
information, lists, explanations or emphasis in a
sentence. What comes before the colon must
make sense on its own:

1. to introduce a list
I need three things from the shop: milk,
bread, and eggs.

2. to introduce an explanation or extra
information
There wus only one problem: we were lost!

3. for emphasis
There's only one thing I love more than
chocolate: cakel

A hyphen ( - ) is a punctuation mark used to join
words or parts of words to make the meaning
clearer:

1. to join compound words
My little sister has a pet-friendly toy.

2. to join numbers written as words from 21-99

We counted eighty-seven butterflies!

3. to join prefixes to words (when needed for
clarity)
Please re-cover the hook with new paper.

A semi-colon ( ;) is a punctuation mark used to
link closely related ideas or separate items in a
detailed list:

1. to join two related main clauses/sentences

I love reading; my favourite books are
adventure stories.

2. to separate items in a detailed list

For the party, we need sandwiches with,
cheese, ham and tomato; fruit such as
apples, orunges and grapes; and drinks

In a list, do use a semi-colon before ‘and’.

In a sentence, the subject is the person or thing
performing the verb and the object is the person
or thing affected by the verb.

1. The subject performs the verb.
Sarah baked a cake.

2. The object receives the verb.
Sarah baked a cake.

3. A sentence must have a subject, but not
always an object.
Birds can fluy.
(‘Birds’is the subject and there is no
object.)

Synonyms are words with similar meanings.
big/large  fast/quick  patience/tolerance

Antonyms are words with opposite meanings.

contented/miserable vivid/dull

brave/frightened,

In the active, the subject performs the verb. In the
passive, the object becomes the subject and the
verb is performed by an ‘agent’.

1. Active: the subject performs the verb. The
object receives the verb.

The scientist conducted the experiment.

2. Passive: the subject becomes the object. (The
previous subject is now the ‘agent’.)

The experiment wus conducted by the

Use the agentless passive when the person or
thing responsible is unknown or unimportant.

The decision was made after careful
consideration. (no use of by...")
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