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Example: In order to qualify for a bulk discount, you will need to order more. Example: He loves work; he
always works very late. Commas have a number of different uses in English, they are used to: Separate a list
of items. Site noun location; The corner of North Main and Mimosa Streets will be the site of the new
shopping centre. It may also have an object. Use it sparingly: Example: I cant believe weve won that huge
contract from our competitor! Later adverb a time in the future or following a previous action; We went to the
movies and later had ice cream at Dairy Isle. Nouns are words used to name people or indicate, places, things,
e. Separate groups of words which are themselves separated by commas to avoid the confusing affect of too
many commas all in one sentence Example: The new product will be launched this year in Germany, in
March; in France, in April; in Hungary, in October; and in Poland, in December. Oct 25, Eileen Troemel rated
it it was amazing If you do any business writing at all, this is the book you should invest in. Disorganized
adjective lacking of any kind of plan or system; The conference arrangements were completely disorganized.
Apprise verb to inform or notify; I write to apprise you of the latest situation. Angle noun a figure formed by
two lines meeting at a common point; The carpenters placed the planks at right angles. Sometimes the
spellings are so similar that people fail to distinguish between them. Conjunctions connect: single words, e.
Pronouns are used in place of a noun or to avoid repeating a noun, e. Quantity noun an amount of something
both countable and uncountable; Quantities of arms were discovered hidden in the trucks. Full stops are also
used after some abbreviations and can be used after numbers which appear in lists: Example: 1. Sight a noun
aim of a gun or telescope ; Through the sight of the rifle, the soldier spotted the enemy. A sentence is a group
of words containing a subject and a verb. Semicolon The semicolon is used to: Separate two independent
clauses. Besides pronoun in addition; What language do you know besides Arabic and English. Separate two
independent clauses that are connected by a conjunction such as 'but'. All three may each consist of groups of
words. Here is a brief guide to the main uses of the full stop, comma, question mark, exclamation mark,
semicolon, colon and dash. This is a good handbook. I currently own two versions - one I keep at my job and
one I keep at home. This book covers topics like documents commonly used in business to good meeting skills
to digital tips to punctuation, grammar, and sentence structure. As a minimum it should have a subject and a
verb. Dash Dashes introduce explanations and comments that are connected to what precedes and can, like
brackets, show interruptions to the flow of a sentence: Example: The company shouldnt have agreed to the
merger it wasnt in its best interests. Study the words, parts of speech noun, verb, etc. Some content overlap
from the tech comm, but also quite usable and useful. Separate a non-defining relative clause or give
additional information. Compliment a verb to be kind to somebody; Thomas tried a smile, to compliment Mrs.
I don't necessarily like the alphabetical organization, though.


