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       English 101

                Naval Safety Center, 2003


Lesson #3: Punctuation: colon; semi-colon; comma; apostrophe; how to punctuate a title; preposition; quote marks; possessives
1. Colon

The colon introduces a list or series of examples. It then takes the place of transitional phrases such as "such as" or "for example".

Students must take one of the following courses: fishing, handball or film.

Introduces an amplification of what precedes the colon. The colon functions as an equivalent to "that is".

She explained her fondness for pro wrestling: she watched it to shock her parents.

May introduce a quotation. 

2. Semicolon

Separates the independent clauses of a compound sentence when the clauses are not joined by conjunctions (and, but, or for).

I write them every week; they rarely respond.

Separates independent clauses joined by conjunctive adverbs (consequently, furthermore, however, moreover, nevertheless, therefore).

His hair was black and wavy; however, it was false.

Separates a series of clauses (a group of words that contains a subject and predicate) or phrases (has no subject or predicate) that have internal commas.

3. Comma

· Between two independent clauses that are joined by a conjunction, unless the sentence is extremely short.

· Between items in a series.

· After direct address.

· Around appositives. "Cdr. Reid, the department head, is AWOL today."

· Around parenthetical (non-essential) words, phrases and clauses. "But it really didn't matter because, as we all know, the weather doesn't make any difference."

· To indicate missing words. "To err is human;  to forgive, divine."

· In dates. "I am heading west on June 15, 1992, seeking my fortune."

· After introductory (adverbial) clauses and phrases. "Although he bought a truckload of lottery tickets, he never won a dollar."

· After a dependent phrase at the beginning of a sentence. "By winter, all the weeds will be dead." "With both engines turning, the tension eased."

· In front of subordinate and coordinate conjunctions. "We worked quickly, because the deadline was only a week away."

· Between coordinate adjectives not linked by coordinating conjunctions. "The air was filled with fluffy, white clouds."

· Around nonrestrictive clauses. "The John McPhee book, which I'd wanted for some time, finally arrived at the book stores."

· To separate quoted material from an attribution. "Derek said, 'Yes, we are having class today.'"

The throttles were stood up to 50 percent and, the airplane slowly rolled as the engines spun up at the high altitude.

[comma misplaced]

4. Apostrophe

title: Third Times the Charm

[Time’s]

The approach to a sidestep is not exactly a helo bubbas preferred method of getting aboard…

[bubba’s]

I went to my squadrons’ 0700 maintenance meeting.

[misplaced apostrophe]

It got the boss' attention.

[boss's]

My first thought about naval aviation were generated by an advertisement in mens' magazines of the early '40s showing a newly designated Ensign leaning on the prop of an F4U Corsair.

[men's]

Before I could say, "Now lets catch it and just keep it on the mirror," . . .

[let's]

So whats for midrats?

[what's]

But to answer our shipmates specific question we searched our files.

[shipmate's]

We share the sky, lets make sure were keeping our scan vigilantly active for our feathered friends.

[let's; we're;  don't connect with comma]

… a spectacular sunrise over the Sierra Nevada's.

[Nevadas]

Shipboard DCA's may consider it for incorporation into . . .

[DCAs]

If your like most aviators, you plan your mission and route fairly meticulously.

[“you’re”]

5. How to punctuate a title

Capitalize all nouns, verbs, adjectives, adverbs, and pronouns, regardless of length.

Capitalize a preposition if it contains five or more letters, if it is the first or last word of the title or heading, or if it is part of the verb.


Stepping Out


Adding Up Our Losses

Prepositions are words that express the relation of a noun or pronoun to another word:  in, under, on, above, from, to, about, between, through, etc.

Capitalize articles and conjunctions if they contain five or more letters, if they are the first or last word of the title or heading, or if they follow a mark of punctuation.


A Clear Picture


Editing: A Nitpicker’s Dream

“The,” “and,” and “a” are articles.

Conjunctions include these words: 


and

but




or


for


therefore
however


besides

who


which

that



where


although


because
since



though

if


either...or
not only...but also

Lowercase the infinitive to.


How to Win Friends and Influence People

Capitalize the following special words:  As, If, Once, Than, That, Till


She Says That It's Over

Capitalize all elements of hyphenated compounds.


Pint-Sized Problem


Made-Up Names

Punctuate titles (both on the page and in the table of contents) according to the rules of grammar, not according to the vagaries of display type. Unless the layout includes display type (all caps, elongated letters, etc.), make sure the punctuation on the page and in the table of contents is identical. Use colons, semi-colons and dashes correctly.


Headline on page:  I SHOT a Sailor into the Air


Headline of table of contents:  I Shot a Sailor into the Air

6. Preposition

[a case of preposition-itis]

In our case, a Hornet squadron was training with the aggressors in the airspace above ours and, in the exuberance of the fight, one player blew through the floor of his airspace and leveled off to figure out where the flight was rather than climb.

[46 words, 8 prepositions (10 if you count parts of verbs), plus the final phrase ("rather than climb") is misplaced and awkward. It belongs before "leveled off". I made it three sentences:  "...above ours. One of the players got a little too exuberant. He blew through the floor of his airspace and, instead of climbing, he simply leveled off to figure out where the flight was."]

7. Quote marks

Putting clichés or slang in quote marks is unnecessary. The former should be deleted; if the latter isn’t common enough to just use normally, find an alternative.

He gave us thumbs up, and we were "off to the races."

[don't need quotes]

…rogue waves may appear and sweep unsuspecting swimmers "out to sea."

[why quotes on “out to sea”?]

8. Possessives

Keep an eye out for confusion between plurals and possessives.

I went to my squadrons’ 0700 maintenance meeting.

[misplaced apostrophe]

Various errors

… then get on with your primary business; readiness and our nation's defense.

[should be a colon]

I noticed a "red glow" under his foot on the glare shield (another story).

[why quotes?]

All cannot be foreseen; however, and when the totally unexpected arises, the best plan…

[wrong conjunction]

I'm not talking about LSO or pilot mistakes, however, but about one of the greatest…

[why two conjunctions?]

"I don't know, but are you OK."

[should be a question, not a statement]

Call it luck, but what would have happened if the aircraft would have traveled 3 miles in the opposite direction.

[ditto]

"Station 3. . . where the hell is that" I wondered?

[“…is that?” I wondered.]

These two pilots were going to beat the odds, after all, they say, the third time's the charm.

[run-on sentence]

Manning levels and the need to put out this and other publications, conduct and attend workshops, review PMS, PQS, rate training manuals and other materials, and answer fleet inquiries limits our ability to conduct safety surveys to 120 per year.

[We can do only 120 surveys per year for several reasons: our manning levels; we have to put out this and other publications; we conduct and attend workshops; we review PMS, PQS, rate training manuals and other materials; and we answer fleet inquiries.”]

[The following usages of the slash mark appeared in a single Approach article]


Instrument approaches,
Precision -- 2/YR


the currency requirements are different for the H-46A/D


for the many Navy/Marine Corps helicopters


the deck landing requirements is already only 2 day/3 
night per year


in critical life/death missions

But even more hair-raising was looking out at my wingman and seeing the top of his airplane!!!

[If you must use an exclamation point, and you shouldn’t do it very often, just use one.]

That's not too hard to handle, just another day in paradise. Along comes the evening and the weather remains the same, now it really looks like there is no chance to be back in time for work the next day. Not a whole lot can be done, there is no way this airplane will make it.

[Lots of run-on sentences.]

But it really didn't matter because as we all know the weather doesn't make any difference. . .

[parenthetical phrase needs commas]

The helo followed what seemed to be the normal approach parameters hitting gates at 80 feet and 30 knots.

[…parameters, hitting…]

A working party of ten men attached to a large auxiliary were assigned to roust out the port anchor on a barge moored alongside and fake down the chain pulling bights using a snaking line tended from a winch gypsy head AFT on the port side of the ships cargo deck.

[Major case of preposition-itis here. Need to break this up into two or three sentences.]

With both engines turning the tension eased.

[…turning, the tension…]

Had the aircraft gotten airborne before the door separated the results could have been catastrophic.

[…separated, the results…]

The rotating propeller had evidently picked up a 10/32 screw approximately 1/2-inch long from a runway/taxiway surface and drove it through the fuselage. 

[…picked up a half-inch-long, 10/32 screw from a runway-taxiway and had driven it…]

Since this hull technician wore safety glasses and safety goggles, you may wonder how this injury happened?

[I'm wondering if that is a question]
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