
 

Punctuation and Capitalization 

Lesson 

13 

 
 
Objectives : 

� 
At the end of this lesson you will be able to : 

 5 realize what punctuation and capitalization mean. 

 5 find out different punctuations. 

 5 use of capitalisation. 

 5 solve exercise.  

Avgiv K_v e‡j ev wj‡L g‡bi fve cÖKvk Ki‡Z wM‡q gv‡S gv‡S _vwg ev weivg MÖnY Kwi| G _vgv ev 
weivg MÖnY Kievi wb‡ ©̀k †`qvi Rb¨ †h me wPý e¨envi Kiv nq †m¸wj‡K GKmv‡_ Marks of 

Punctuation ev (weivg wPý) e‡j| Gme weivg wPý mwVK ’̄v‡b mwVK e¨envi Kiv bv n‡j A_©‡ev‡a 
Amyweav nq| weivg wPý Qvov A_©‡evaB KwVb n‡q c‡o|  

bx‡P cÖavb cÖavb weivg wPý¸wj †`qv nj t 
 1. Comma ( ') 

 2. Full Stop ( .) 

 3. Semicolon ( ;) 

 4. Colon  ( : ) 

 5. Inverted Comma ("—") 

 6. Note of Interrogation (?) 

 7. Note of Exclamation (!) 

 8. Apostrophe ( ' ) 

 9. Hyphen ( - ) 

 10. Dash ( - ) 

  

1. Comma (,) 

(i) GKB RvZxq KZK¸wj kã GK ’̄v‡b ci ci em‡j †m¸wj‡K c„_K Ki‡Z Comma e¨envi Ki‡Z 
nq| h_vÑ Alam, Abu and Amina are coming. I bought fish, vegetables, rice, 

sugar and ghee.  

 wKš—z GK RvZxq `ywU kã GK‡Î em‡j and Øviv †hvM Kiv nq Ges Comma e‡m bv|  

(ii) Case in apposition- †K Comma w`‡q c„_K Kiv nq|  
 Mr. Murshed, our Headmaster, is a good man.  
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(iii) Case of, Adress (m‡¤̂vab c`)-†K Comma w`‡q g~j Sentence n‡Z c„_K Kiv nq|  
 Jalil, you may take this.  

(iv) †Rvovq †Rvovq kã e¨eüZ n‡j cÖwZ †Rvov wew”Qbœ Kievi Rb¨ High and low, rich and 

poor, wise and fool.  

(v) Absolute evK¨vs‡ki c‡i The sun having set, we started for home. Dinner being 

over, the guests left the table.  

(vi) ev‡K¨i g‡a¨ mwbœ‡ewkZ †Kvb Word ev Words-†K wew”Qbœ Ki‡Z : I shall, however, help 

you.  

(vii) DØ„wZi Av‡M †h Verb _v‡K Zvi c‡i Comma e‡m t He said, "I shall help you."  

 

2.  Full Stop- (.)  

(i) Assertive I Optative Sentence-Gi †k‡l Full Stop e‡m| h_v-  
 (a) I am a boy. 

 (b) They went to Dhaka. 

 (c) He does not know me. 

 (d) May you live long. 

 (e) God save the president.  

(ii) †Kvb Word †Kvb †jv‡Ki, †Kvb e ‘̄i ev †Kvb wKQyi bvg ms‡¶‡c wjL‡j, ms‡¶‡c †jLv eY©¸wji 
Full Stop c‡i e‡mt 

 S. A. Wahab, B.A. Habib Khan, B.A, M.A.  BZ¨vw`|  

3.  Semi-Colon (;)  

Sentence-Gi ỳ'wU As‡ki g‡a¨ wbKU m¤úK© _vK‡j 'Semi-colon' w`‡q c„_K Kiv nq|  
(a) Work hard; other wise you will fail. 

(b) He was late for school; therefore, he missed a lesson.  

4. Colon- (:) 

(i) c~e©eZx©  Sentence-Gi wel‡q †Kvb cÖgvY ev KviY †`Lv‡Z colon-Gi e¨envi nq| †hgbt 
 (a) I know him well : We lived together for five years. 

 (b) He cried out : What a sad thing!  

(ii) „̀óvš—, D`vniY, e¨vL¨v BZ¨vw`i Av‡M Colon e‡m| Verbs are of two kinds : Transitive 

and Intransitive.  

5. Inverted Comma ("—")  
(D×…wË wPý) 

Kv‡iv K_v AweKj cÖKvk Ki‡Z n‡j Zv‡K Inverted Comma-Gi g‡a¨ ivL‡Z nq| †hgb t 
(a) Rahim said to me, "I shall meet you today." 

(b) I said to Karim, "I am glad to see you."  
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6. Note of Interrogation-(?)  
(cÖkœ‡evaK wPý) 

cÖkœ wRÁvmv Kiv n‡j Interrogative Sentence-Gi †k‡l Note of Interrogation e¨eüZ n‡q 
_v‡K| †hgb t 

(a) Who are you? 

(b) Have you done this work?  

7. Note of Exclamation (!)  
(Av‡eM m~PK wPý) 

(i) †h Sentence nl©, weev`, we¯§q, cÖf…wZ g‡bi Av‡eM eySvq (Exclamatory), Zvi †k‡l note of 

Exclamation e‡m|  
 (a) What a fine picture ! - Avb›`| 
 (b) What a sad news it is!  - ỳytL| 

(ii) Exclamatory Sentence-Gi Av‡eM †evaK k‡ãi c‡i e‡m-  
 (a) Alas! the baby is dead!  

8. Apostrophe (')  
(i) Possessive Case ev m¤̂Ü c‡`i c‡i apostrophe mn S e‡m|  
 (a) This is a children's park. 

 (b) It is my sister's house.  

(ii) †hvM¨Zv †evaK e‡Y©i eûeP‡b t Apostrophe e¨envi Kiv nq t  B.A.'S, M A.'S.  
(iii) †Kvb  Word-G †Kvb eY© ev eY© mgwó jyß n‡j Zv †jL‡Z Apostrophe e¨envi nq t 
 (a) Don't (do not) waste your time. 
 (b) I've (I have) a costly clock. 
 

9. Hyphen (-) 

(i) Compound word MVb Ki‡Z -hyphen e¨envi Kiv nq t  
 (a) My father-in-law is a wise man. 

 (b) The commander-in-chief of England. 

  
10. Dash (-) 

(i) wPšÍvi ev fv‡ei AvKw¯§K cwieZ©‡b- h_v t  
 If my father were alive - but why I pine for Past. 

(ii) e¨vL¨v †`Iqvi Rb¨ e¨eüZ kãmg~n‡K c„_K Ki‡Z - h_v t  
 I bought many things- pen, papers, books etc.  

(iii) ev‡K¨i AmsjMœ Ask Ry‡o w`‡Z ỳ'cv‡k ỳ'wU Dash e¨eüZ n‡q _v‡K| h_v t 
 All the boys- regular and irregular- have come.  
 

Use of Capital Letters  
(i) Sentence-Gi cÖ_g k‡ãi cÖ_g A¶i Capital Letter nq| †hgb t 
 (a) He is a boy. 
 (b) The boy reads a book.  
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(ii) Avwg A‡_© I me mgq  Capital Letter-Gi nq t 
 (a) He came and I went with him. 
 (b) You, he and I am after all brothers.  

(iii) Allah  Ges Gi cwie‡Z© e¨eüZ me Noun, Pronoun Ges Passive-Gi cÖwZ word Gi cÖ_g 
eY© Capital Letter-Gi nq t 

 (a) Allah is our creater and  He has given us every thing. 

 (b) Pray to Allah (god) for His mercy.  

(iv) Proper noun I Proper Adjective-Gi cÖwZ k‡ãi cÖ_g eY© Capital Letter Gi nq|  
 (a) We like Bangladeshi goods. 

 (b) It is made of English wool.  

(v) Dcvwai cÖwZ k‡ãi eY© wKsev G‡`i Rb¨ ms‡¶‡c eY©¸wj  Capital Letter Gi nq|  
 (a) He is a Bachelor of Arts. 

 (b) Shahida is an M.A. 

(vi) †Kvb cÖvYnxb e Í̄z‡Z e¨w³Z¡ Av‡ivc Ki‡j Zvi cÖ_g A¶i Capital Letter Gi nq| †hgb  
 O. Death! I fear thee not.  

(vii)  D×…wZ wP‡ýi ev Inverted comma-Gi g‡a¨i evK¨wUi cÖ_g k‡ãi cÖ_g A¶i Capital Letter 
Gi nq|  

 (a) Arif say, "Man is mortal." 

(viii)  KweZvi cÖwZ csw³i ev jvB‡bi cÖ_g k‡ãi cÖ_g eY© Capital Letter-Gi nq|  
 (a) Little Jack Horner. 

 (b) Sat in a corner. 

 (c) Eating his Christmas cake.     

 

EXERCISE  

1. cÖ‡qvRb gZ Capital Letter I Full stop emvI|  
 Rahman is a good boy he goes to college everyday all love him he has many 

books some books are red some are green he has a fountain pen.  

2. cÖ‡qvRb gZ Capital letters Ges Note of Interrogation e¨envi Ki t  
 have you learnt your lesson have you done the home tasks when are you 

going to start for school may I accompany you have you any programme to 
play in the afternoon.  

3. Avek¨K gZ Comma emvI t  
 Shimul Ruma Maknun and Rishat are sisters Asif my brother is very clever. 

Nahid Asif and Ahmed are going to the path. Mostofa come here.  

4. weivg wPý ewm‡q wb‡Pi  Sentence-¸‡jv Avevi wjL t  
 Where are you going matin I am going to asif why are you going there he 

had written me to play football with I am willing to go with you Thanks I am 
grateful to you.  


