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How to Use This Handbook
This handbook is for serious adult English learners who feel stuck because they take random
classes without a clear plan. Punctuation is not only for writing. It also teaches you where an
idea stops, where your voice pauses, and how your meaning becomes clear.
Use one page per day. Read the rule, speak the example out loud, complete the exercise, and
write one short answer. Do not rush. A small mark can change a whole message.

Best daily routine
- 5 minutes: review the punctuation rule.
- 10 minutes: speak the examples with clear pauses.
- 10 minutes: complete the punctuation exercise.
- 15 minutes: write your own sentences or paragraph.
- 5 minutes: track your progress and choose one mistake to fix tomorrow.

Important

This is a student workbook, not a grammar encyclopedia. You will learn the punctuation marks that most affect
clear everyday English: periods, commas, question marks, apostrophes, quotation marks, colons, semicolons,
and paragraph punctuation.
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Welcome: Clear Marks, Clear Meaning
Many learners know grammar rules but still write confusing sentences. Often the problem is not
vocabulary. The problem is that the reader cannot see where one idea ends and the next idea
begins.
Punctuation gives your reader a map. A period says, 'This idea is finished.' A comma says,
'Pause, but keep going.' A question mark changes the voice. Quotation marks show exact
words. Apostrophes show missing letters or ownership.
When you speak, punctuation can train your rhythm. If you read every sentence with the same
speed, your listener gets tired. If you pause at punctuation and stress important words, your
English sounds more organized.

The Digital Nutrients way

Small marks create big clarity. Learn them slowly, practice them daily, and use them in real communication.
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Why Punctuation Matters for Adult Learners
Punctuation is a bridge between writing and speaking. In writing, it protects meaning. In
speaking, it helps you control pauses, sentence stress, and listener understanding.

Problem What punctuation helps you do

My sentences are too long. Use periods to separate complete thoughts.

People do not understand my
questions.

Use question marks and rising/falling voice
practice.

My writing feels flat. Use commas, colons, and sentence variety.

I do not know where to pause. Read punctuation as a speaking map.

I confuse contractions and
possession.

Study apostrophes clearly.

Truth to remember

Correct punctuation will not make weak ideas strong. But it can make good ideas easier to understand. Your
job is clarity first, style second.
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Self-Check Overview: A2, B1, or B2?
Use this self-check to find your current punctuation level. Be honest. The goal is not to feel bad.
The goal is to choose the right practice.

Level Punctuation behavior

A2 I can use periods and question marks, but I often write run-on sentences
or forget capital letters.

B1 I can write short paragraphs, but I make comma, apostrophe, and
quotation mark mistakes.

B2 I can organize ideas clearly, edit my own punctuation, and use
punctuation to control tone and emphasis.

After each self-check, circle your starting point. You may be B1 in speaking but A2 in
punctuation. That is normal.
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Self-Check 1: Am I Around A2 in
Punctuation?
Check each statement that is usually true for you.
- [ ] I sometimes forget capital letters at the beginning of sentences.
- [ ] I know periods and question marks, but I do not always use them correctly.
- [ ] I often write two or three ideas in one long sentence.
- [ ] I am not confident with commas.
- [ ] I can write short messages, but paragraphs are difficult.
- [ ] I do not always know where to pause when reading aloud.

A2 focus

Your first goal is control: capital letter + complete sentence + correct ending mark. Do not worry about
advanced punctuation yet.

My starting estimate: ____________ Date: ____________
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Self-Check 2: Am I Around B1 in
Punctuation?
Check each statement that is usually true for you.
- [ ] I can write a paragraph, but some sentences are too long.
- [ ] I use commas, but I am not sure when they are necessary.
- [ ] I sometimes confuse its and it's, or your and you're.
- [ ] I can use because, but, so, and although, but punctuation is inconsistent.
- [ ] I can write dialogue or quotes, but quotation marks are difficult.
- [ ] I can correct some mistakes after I read my writing again.

B1 focus

Your goal is smoother organization: commas for lists and openings, apostrophes for meaning, and paragraphs
that guide the reader.

My starting estimate: ____________ Date: ____________
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Self-Check 3: Am I Moving Toward B2?
Check each statement that is usually true for you.
- [ ] I can edit my writing and explain why I changed punctuation.
- [ ] I can use punctuation to make my tone more formal or more conversational.
- [ ] I can avoid comma splices and run-on sentences.
- [ ] I can use colons, semicolons, and quotation marks with growing confidence.
- [ ] I can read my writing aloud with natural pauses and sentence stress.
- [ ] My reader usually understands my point without asking for clarification.

B2 focus

Your goal is editing power. You do not just use punctuation. You use it to shape meaning, rhythm, and
professional clarity.

My starting estimate: ____________ Date: ____________
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The 4-Week Roadmap
Week Main focus What you should control

Week 1 Sentence endings and
basic commas

Periods, question marks, commas in lists, commas
after openings.

Week 2 Apostrophes and
advanced marks

Contractions, possession, quotation marks, colons,
semicolons.

Week 3 Punctuation for
speaking and
paragraphs

Pauses, sentence stress, dialogue, comma splices,
paragraph clarity.

Week 4 Editing and real
communication

Emails, presentations, final writing, self-correction.

Each week has a goal. Each day has a small task. Your job is not to memorize everything. Your
job is to practice the punctuation that helps your communication most.

Reality check

A workbook cannot fix punctuation unless you write. You must produce sentences, read them aloud, and
correct them.
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Weekly Roadmap and Study Rhythm
Use this rhythm each week. It keeps your study organized even if you are busy.

Day Study action

Monday Learn one rule and write five examples.

Tuesday Read your examples aloud and mark pauses.

Wednesday Correct sentences from the exercise.

Thursday Use the punctuation rule in a short paragraph.

Friday Speak from your paragraph for one minute.

Saturday Review mistakes and rewrite your paragraph.

Sunday Record yourself and complete the progress tracker.

Use your phone voice recorder. Listen once for meaning and once for pauses. Do not
hate your voice. Your recording is evidence, not judgment.
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Your Daily Routine
Step Action Time

1 Read the rule and one example. 5 min

2 Speak the example with punctuation pauses. 5 min

3 Complete the punctuation exercise. 10 min

4 Write 5-8 original sentences or a short paragraph. 15 min

5 Read your writing aloud and mark one correction. 5 min

Optional tutor task: Send your writing to a tutor or language partner and ask: 'Can you check
my punctuation and tell me the most important mistake?'

Do not do this

Do not spend 30 days only watching videos about punctuation. Watching feels productive, but writing and
correcting are what change your skill.
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30-Day Progress Tracker
Track practice, not perfection. If you complete the task, mark it. If you make mistakes, write
one mistake to fix next time.

Day Rule Done Mistake to fix

1 [ ]

2 [ ]

3 [ ]

4 [ ]

5 [ ]

6 [ ]

7 [ ]

8 [ ]

9 [ ]

10 [ ]

11 [ ]

12 [ ]

13 [ ]

14 [ ]

15 [ ]

Day Rule Done Mistake to fix

16 [ ]

17 [ ]

18 [ ]

19 [ ]

20 [ ]

21 [ ]

22 [ ]

23 [ ]

24 [ ]

25 [ ]

26 [ ]

27 [ ]

28 [ ]

29 [ ]

30 [ ]



Digital Nutrients English Punctuation Handbook Page 14

digitalnutrients.com | Subscribe to the Digital Nutrients YouTube channel

Quick Map: The Marks You Will Practice
Mark Name Main job

. period Ends a statement or command.

? question mark Ends a direct question.

! exclamation mark Shows strong feeling. Use carefully.

, comma Shows a small pause or separates items/ideas.

' apostrophe Shows missing letters or possession.

" " quotation marks Show exact spoken or written words.

: colon Introduces a list, explanation, or example.

; semicolon Connects closely related complete sentences.

Speaking rule

When you see punctuation, do not only think about writing. Think: Should my voice stop, pause, rise, or
continue?
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Day 1: Complete Thoughts and Periods
Punctuation rule

Use a period at the end of a complete statement. A complete sentence has a subject and a verb and expresses
a full idea.

Speaking drill
Read with a full stop: I study English every day. My goal is clear. I will improve step by step.

Sentence stress / pronunciation
Stress the most important content word: I STUDY English every day. My GOAL is clear.

Practice exercise
1. Add periods: i practice english every morning my teacher gives me homework
2. Choose the complete sentence: a) Because I was tired b) I was tired.
3. Write two complete statements about your English goals.

Writing homework
Write 5 complete sentences about why you want better punctuation.

Quick check
Can each sentence stand alone as a full idea?

Notes / corrected sentence:
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Day 2: Capital Letters and End Marks
Punctuation rule

Begin a sentence with a capital letter. End every statement with a period, question mark, or exclamation mark.

Speaking drill
Say each sentence as a separate thought: My name is ___. I live in ___. I am learning English.

Sentence stress / pronunciation
Pause after each end mark. Do not join all three sentences into one breath.

Practice exercise
1. Correct: my name is sara i work in istanbul
2. Correct: do you study every day
3. Correct: this lesson is useful

Writing homework
Write a short self-introduction with 5 sentences. Use capital letters and end marks.

Quick check
Did every sentence begin with a capital letter and end clearly?

Notes / corrected sentence:
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Day 3: Question Marks
Punctuation rule

Use a question mark after a direct question. Do not use it after an indirect question.

Speaking drill
Ask with clear voice movement: What do you do? Where are you from? Can you repeat that?

Sentence stress / pronunciation
Stress the question word: WHAT do you do? WHERE are you from? CAN you repeat that?

Practice exercise
1. Add marks: where do you live
2. Correct: I want to know where you live?
3. Write 3 questions to ask a conversation partner.

Writing homework
Write a short dialogue with 4 questions and 4 answers.

Quick check
Is it a direct question or an indirect question?

Notes / corrected sentence:
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Day 4: Commas in Lists
Punctuation rule

Use commas to separate three or more items in a list. Example: I need a notebook, a pen, and a quiet room.

Speaking drill
Read the list with small pauses: I practice speaking, writing, listening, and pronunciation.

Sentence stress / pronunciation
Stress each list item lightly. Do not rush through the list.

Practice exercise
1. Add commas: I studied grammar vocabulary pronunciation and writing
2. Write a list of 5 things you use for English study.
3. Correct: I like coffee tea and water.

Writing homework
Write 5 sentences with lists. Use topics like food, work, school, and health.

Quick check
Can the reader see each item clearly?

Notes / corrected sentence:
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Day 5: Commas After Opening Words
Punctuation rule

Use a comma after an opening word or phrase when it helps the reader. Examples: Today, I will practice. After
work, I study English.

Speaking drill
Read with a small pause after the opening: Today, I will review my mistakes.

Sentence stress / pronunciation
Stress the time phrase gently: TODAY, I will review my mistakes.

Practice exercise
1. Add commas: after class I reviewed my notes
2. Add commas: in my opinion punctuation is important
3. Write 3 sentences that begin with Today, After work, or In my opinion.

Writing homework
Write a short paragraph about your study routine. Start at least 3 sentences with opening
phrases.

Quick check
Did you pause after the opening phrase when reading aloud?

Notes / corrected sentence:
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Day 6: Commas with Extra Information
Punctuation rule

Use commas around extra information that is helpful but not necessary. Example: My teacher, who lives in
Cairo, speaks clearly.

Speaking drill
Read the extra information softer: My friend, who studies with me, helped me.

Sentence stress / pronunciation
Stress the main idea more than the extra information.

Practice exercise
1. Add commas: My brother who works at night studies English online
2. Is the extra information necessary or extra? My city which is very busy has many schools.
3. Write 2 sentences with extra information.

Writing homework
Describe a person who helps you learn English. Add one extra detail with commas.

Quick check
Can the sentence still make sense if you remove the extra information?

Notes / corrected sentence:
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Day 7: Week 1 Review
Punctuation rule

Review periods, capital letters, question marks, and basic commas. This week is about control.

Speaking drill
Read one paragraph from your own writing. Stop fully at periods. Pause lightly at commas.

Sentence stress / pronunciation
Mark the strongest word in each sentence and say it with more energy.

Practice exercise
1. Correct: yesterday i studied grammar vocabulary and pronunciation
2. Correct: where did you learn english
3. Correct: after dinner i watched a lesson and wrote notes

Writing homework
Rewrite your best paragraph from this week. Fix capitalization, end marks, and commas.

Quick check
What punctuation mistake did you repeat most this week?

Notes / corrected sentence:
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Day 8: Apostrophes in Contractions
Punctuation rule

Use an apostrophe to show missing letters in contractions. Examples: I am = I'm, do not = don't, it is = it's.

Speaking drill
Speak the contractions naturally: I don't know. It's useful. We're practicing.

Sentence stress / pronunciation
Do not overpronounce each written letter. Say contractions smoothly.

Practice exercise
1. Write the contraction: I am = ___
2. Write the contraction: they are = ___
3. Correct: Im not sure but its okay.

Writing homework
Write 6 sentences using contractions you use in real conversation.

Quick check
Can you explain which letters are missing?

Notes / corrected sentence:
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Day 9: Apostrophes for Possession
Punctuation rule

Use apostrophe + s to show one person owns something. Example: Sara's notebook. Use s + apostrophe for
many plural owners: the students' books.

Speaking drill
Say the owner clearly: This is Ahmed's pen. These are the students' questions.

Sentence stress / pronunciation
Stress the owner if it is important: AHMED's pen, not my pen.

Practice exercise
1. Correct: my teachers advice helped me
2. Choose: the student/students' notebooks if many students own them
3. Write 3 possession phrases.

Writing homework
Describe your study space. Use at least 3 possession phrases.

Quick check
Is the owner singular or plural?

Notes / corrected sentence:
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Day 10: Quotation Marks
Punctuation rule

Use quotation marks for exact words. Example: My teacher said, "Practice every day."

Speaking drill
Read the speaker's words with expression: She said, "You can improve."

Sentence stress / pronunciation
Pause before the quote. Change your voice slightly for the quoted words.

Practice exercise
1. Add quotation marks: He said please repeat the question
2. Correct: My friend said, I need more practice.
3. Write one sentence quoting your teacher or partner.

Writing homework
Write a short dialogue with 2 speakers and quotation marks.

Quick check
Are you showing exact words or just reporting the idea?

Notes / corrected sentence:
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Day 11: Colons
Punctuation rule

Use a colon to introduce a list, explanation, or important point. Example: I need three things: time, practice,
and feedback.

Speaking drill
Pause before the colon, then continue with the explanation.

Sentence stress / pronunciation
Stress the word before the colon if it introduces the idea.

Practice exercise
1. Add a colon: I have one goal improve my English
2. Complete: I need three tools: ___, ___, and ___.
3. Write one sentence with a colon before a list.

Writing homework
Write a short study plan using at least 2 colons.

Quick check
Does the colon introduce something clearly?

Notes / corrected sentence:
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Day 12: Semicolons
Punctuation rule

Use a semicolon to connect two closely related complete sentences. Example: I studied hard; my writing
improved.

Speaking drill
Read a semicolon as a strong pause, but not a full stop.

Sentence stress / pronunciation
Both sides should sound complete. Do not use a semicolon with a fragment.

Practice exercise
1. Join with a semicolon: I practiced daily. My confidence grew.
2. Is it correct? Because I was tired; I rested.
3. Write 2 semicolon sentences.

Writing homework
Write 5 connected sentences about your progress. Use one semicolon correctly.

Quick check
Are both sides complete sentences?

Notes / corrected sentence:
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Day 13: Exclamation Marks
Punctuation rule

Use exclamation marks for strong emotion, excitement, warning, or surprise. In formal writing, use them
carefully.

Speaking drill
Say these with feeling: Great job! Be careful! I passed the test!

Sentence stress / pronunciation
Do not shout every sentence. Use stronger voice only when the feeling is real.

Practice exercise
1. Choose the best mark: Thank you for your help
2. Choose the best mark: Stop
3. Rewrite 3 excited sentences without using too many exclamation marks.

Writing homework
Write 5 messages: 2 friendly, 2 formal, 1 excited. Choose punctuation carefully.

Quick check
Would this mark sound too emotional in a professional message?

Notes / corrected sentence:
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Day 14: Week 2 Review
Punctuation rule

Review apostrophes, quotation marks, colons, semicolons, and exclamation marks. This week adds precision.

Speaking drill
Read a short dialogue. Pause before quotes and show the speaker's words.

Sentence stress / pronunciation
Stress contrast: I DON'T know; I will ASK.

Practice exercise
1. Correct: its my teachers book
2. Correct: she said I can help you
3. Correct: I need three things time practice and feedback

Writing homework
Write a short conversation between a student and teacher. Use apostrophes and quotation
marks.

Quick check
Which mark still confuses you most?

Notes / corrected sentence:



Digital Nutrients English Punctuation Handbook Page 29

digitalnutrients.com | Subscribe to the Digital Nutrients YouTube channel

Day 15: Sentence Stress and Punctuation
Punctuation rule

Punctuation gives your voice direction. Period = full stop. Comma = light pause. Question mark = question
voice. Colon = prepare the listener.

Speaking drill
Read: I made a plan, practiced every day, and improved. What changed? My routine.

Sentence stress / pronunciation
Stress the content words: plan, practiced, improved, routine.

Practice exercise
1. Mark pauses with / in this sentence: After work, I study for one hour, review mistakes, and record my
voice.
2. Underline 3 words to stress in your sentence.
3. Read your sentence aloud two times.

Writing homework
Write 5 sentences and mark where your voice should pause.

Quick check
Could a listener understand your ideas without seeing the punctuation?

Notes / corrected sentence:
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Day 16: Commas Before But, So, and Yet
Punctuation rule

Use a comma before but, so, or yet when they connect two complete sentences. Example: I was tired, but I
practiced.

Speaking drill
Read the comma as a small pause before the contrast or result.

Sentence stress / pronunciation
Stress the connector if it changes the meaning: BUT, SO, YET.

Practice exercise
1. Add comma if needed: I wanted to speak but I was nervous
2. Add comma if needed: I studied so I improved
3. Write 3 sentences with but, so, or yet.

Writing homework
Write a paragraph about a challenge you faced in English. Use but and so.

Quick check
Are there complete sentences on both sides?

Notes / corrected sentence:
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Day 17: Because and Although Clauses
Punctuation rule

When a sentence starts with because or although, use a comma after the opening clause. Example: Because I
practiced, I improved.

Speaking drill
Read the first clause as the setup and pause before the main idea.

Sentence stress / pronunciation
Stress the main result: Because I practiced, I IMPROVED.

Practice exercise
1. Add comma: because I was nervous I spoke too fast
2. Add comma: although grammar is difficult I can learn it
3. Write 2 because sentences and 2 although sentences.

Writing homework
Write about one English problem and one solution using because and although.

Quick check
If the clause comes first, did you use a comma?

Notes / corrected sentence:



Digital Nutrients English Punctuation Handbook Page 32

digitalnutrients.com | Subscribe to the Digital Nutrients YouTube channel

Day 18: Connecting Ideas Clearly
Punctuation rule

Punctuation helps connectors work. Use commas after however, therefore, for example, and in my opinion
when they open a sentence.

Speaking drill
Read the connector, pause, then continue: However, I need more practice.

Sentence stress / pronunciation
Stress the connector lightly, then stress the main idea.

Practice exercise
1. Add comma: however I still need feedback
2. Add comma: for example I can practice with a partner
3. Write 3 sentences using connectors.

Writing homework
Write a B1-style opinion paragraph using for example and however.

Quick check
Did the punctuation help the reader follow your logic?

Notes / corrected sentence:
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Day 19: Punctuation in Roleplays
Punctuation rule

In real conversations, punctuation helps you prepare clear lines. Write the line first, then speak it naturally.

Speaking drill
Practice: Can you explain that again? I understand the first part, but I missed the example.

Sentence stress / pronunciation
Stress polite repair phrases: explain, understand, missed, example.

Practice exercise
1. Punctuate: can you repeat that please
2. Punctuate: I agree but I have one question
3. Write 3 useful classroom questions.

Writing homework
Write a roleplay between you and a tutor. Include at least 3 questions.

Quick check
Do your written lines sound natural when spoken?

Notes / corrected sentence:
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Day 20: Dialogue Punctuation
Punctuation rule

Use commas and quotation marks when writing direct speech. Example: Omar said, "I need more practice."

Speaking drill
Read the speaker tag softly and the spoken words clearly.

Sentence stress / pronunciation
Stress the quote more than the speaker tag.

Practice exercise
1. Correct: Aisha said I understand now
2. Correct: Do you agree asked the teacher
3. Write a 4-line dialogue with quotation marks.

Writing homework
Write a short dialogue about choosing an English study plan.

Quick check
Are the speaker's exact words inside quotation marks?

Notes / corrected sentence:



Digital Nutrients English Punctuation Handbook Page 35

digitalnutrients.com | Subscribe to the Digital Nutrients YouTube channel

Day 21: Week 3 Review
Punctuation rule

Review punctuation for speaking, connectors, roleplays, and dialogue. This week connects writing to voice.

Speaking drill
Record yourself reading one paragraph. Listen for places where you did not pause.

Sentence stress / pronunciation
Choose one sentence and practice stressing the most important word.

Practice exercise
1. Correct: although I was tired I joined the class
2. Correct: I wanted to ask a question but I was shy
3. Correct: he said I can help you tomorrow

Writing homework
Rewrite a paragraph from Day 18 or 20. Improve commas and sentence stress.

Quick check
Did punctuation make your speaking clearer?

Notes / corrected sentence:
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Day 22: Avoiding Comma Splices
Punctuation rule

A comma splice happens when two complete sentences are joined only by a comma. Incorrect: I was tired, I
went home. Correct: I was tired, so I went home.

Speaking drill
Read the incorrect sentence. Notice how it feels too connected.

Sentence stress / pronunciation
Use a full stop or connector to give the listener structure.

Practice exercise
1. Fix: I studied late, I was tired
2. Fix: She speaks clearly, I understand her
3. Write one comma splice, then correct it.

Writing homework
Write 5 pairs of related sentences. Connect each pair correctly.

Quick check
Can each side stand alone as a sentence?

Notes / corrected sentence:
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Day 23: Fragments and Run-Ons
Punctuation rule

A fragment is an incomplete sentence. A run-on sentence is too many ideas without correct punctuation.

Speaking drill
Read slowly and ask: Is this a full thought?

Sentence stress / pronunciation
Stress the main verb. If there is no main verb, the sentence may be incomplete.

Practice exercise
1. Fix the fragment: Because I practiced every day.
2. Fix the run-on: I woke up early I studied English I went to work
3. Write 2 complete sentences from one long idea.

Writing homework
Take one long sentence from your writing and divide it into two or three clear sentences.

Quick check
Does every sentence have a subject and a main verb?

Notes / corrected sentence:
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Day 24: Paragraph Punctuation
Punctuation rule

A paragraph needs sentence control. Each sentence should connect to the main idea, and punctuation should
guide the reader.

Speaking drill
Read a paragraph with full stops. Breathe at periods and pause at commas.

Sentence stress / pronunciation
Stress the topic sentence because it gives the main idea.

Practice exercise
1. Add punctuation to a 3-sentence paragraph about your city.
2. Circle the topic sentence in your paragraph.
3. Find one sentence that is too long and divide it.

Writing homework
Write one paragraph about your English progress. Use 5-7 sentences.

Quick check
Can a reader find your main idea quickly?

Notes / corrected sentence:
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Day 25: Formal Email Punctuation
Punctuation rule

Professional messages need clean punctuation. Use clear sentences, polite questions, and careful commas.

Speaking drill
Read your email aloud. It should sound polite, organized, and calm.

Sentence stress / pronunciation
Stress polite words: please, thank you, could, available.

Practice exercise
1. Correct: hello teacher can you check my homework
2. Add punctuation: thank you for your time I appreciate your help
3. Write one polite question for an email.

Writing homework
Write a short email asking a teacher to review your paragraph.

Quick check
Would this punctuation look professional?

Notes / corrected sentence:
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Day 26: Notes, Lists, and Study Plans
Punctuation rule

Use punctuation to make notes easy to read. Bullets, colons, and commas help organize study plans.

Speaking drill
Read your plan as clear steps. Pause after each item.

Sentence stress / pronunciation
Stress action verbs: review, write, record, correct.

Practice exercise
1. Create a study list with commas.
2. Write one plan sentence with a colon.
3. Turn a long note into 3 bullet points.

Writing homework
Write tomorrow's English study plan using a colon and a list.

Quick check
Can you follow your own plan easily?

Notes / corrected sentence:
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Day 27: Punctuation for Presentations
Punctuation rule

When preparing a short presentation, punctuation helps you control timing, transitions, and emphasis.

Speaking drill
Practice: Today, I will explain my goal: better English communication.

Sentence stress / pronunciation
Stress transition words: first, next, finally.

Practice exercise
1. Add punctuation: first I will explain the problem next I will give examples
2. Write a presentation opening with one colon.
3. Mark pauses in your presentation sentence.

Writing homework
Prepare a 60-second presentation about your English journey.

Quick check
Could you speak from your written notes without getting lost?

Notes / corrected sentence:
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Day 28: Editing Checklist
Punctuation rule

Good writers edit. Punctuation improves when you check one type of mistake at a time.

Speaking drill
Read your writing three times: once for periods, once for commas, once for meaning.

Sentence stress / pronunciation
Slow down. Editing voice is slower than conversation voice.

Practice exercise
1. Check all sentence endings.
2. Check all commas.
3. Check apostrophes and quotation marks.

Writing homework
Choose one old paragraph and edit it with today's checklist.

Quick check
Did you edit one problem at a time instead of trying to fix everything at once?

Notes / corrected sentence:



Digital Nutrients English Punctuation Handbook Page 43

digitalnutrients.com | Subscribe to the Digital Nutrients YouTube channel

Day 29: Mini Writing Test
Punctuation rule

Today you will write and edit without help. This shows your current control.

Speaking drill
After writing, read it aloud and mark unnatural pauses.

Sentence stress / pronunciation
Stress the topic sentence and the final sentence.

Practice exercise
1. Write 8-10 sentences about your learning goals.
2. Use at least one list, one question, and one connector.
3. Edit for punctuation before checking grammar.

Writing homework
Write your mini test paragraph in your notebook or on a separate page.

Quick check
What punctuation rule did you remember without looking?

Notes / corrected sentence:
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Day 30: Final Practice Day
Punctuation rule

Review the whole month. Choose your weakest punctuation mark and practice it again.

Speaking drill
Record yourself reading your final paragraph. Listen for pauses and clarity.

Sentence stress / pronunciation
Underline 5 important words and stress them when speaking.

Practice exercise
1. Correct 5 sentences from the answer key section.
2. Rewrite one paragraph from Week 1 and improve it.
3. Choose your next punctuation goal.

Writing homework
Write a final reflection: What changed in your punctuation, writing, and speaking?

Quick check
What will you keep practicing for the next 30 days?

Notes / corrected sentence:



Digital Nutrients English Punctuation Handbook Page 45

digitalnutrients.com | Subscribe to the Digital Nutrients YouTube channel

Speaking Rules of Punctuation Drills
Use this page when you practice reading aloud. Punctuation is your speaking map.

Mark Voice action Example

. Stop fully. Breathe. I practiced today.

, Pause lightly. Continue. After work, I studied.

? Use question voice. Can you explain that?

: Prepare the listener. I need one thing: feedback.

; Pause strongly, but continue the
connection.

I was nervous; I spoke anyway.

Drill: Read each line three times. First, too fast. Second, too slow. Third, natural.
- I wanted to speak, but I was nervous.
- Because I practiced, I became more confident.
- My teacher said, "Your ideas are clear."
- I need three things: time, feedback, and courage.
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Sentence Stress Guide
Sentence stress means you say the most important words more strongly. Punctuation tells you
where to pause, but stress tells you what matters.

Simple rule

Stress content words: nouns, main verbs, adjectives, adverbs, numbers, and important negatives. Do not
stress every small word.

Sentence Stress these words

I study English every night. study, English, night

I was tired, but I practiced. tired, practiced

Can you repeat the question? repeat, question

I need feedback, not more random
lessons.

feedback, not, random lessons

Practice: Write one sentence from your life. Underline three important words. Read it aloud with
natural pauses.
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Punctuation Rules Quick Reference: Basic
Marks
Rule Example

Use a period after a complete statement. I study English every day.

Use a question mark after a direct question. Where do you live?

Use a comma in a list of three or more items. I need time, practice, and feedback.

Use a comma after an opening phrase when
helpful.

After class, I reviewed my notes.

Use a comma before but/so/yet between two
complete sentences.

I was nervous, but I answered.

Most common mistake

Do not connect two complete sentences with only a comma. Use a period, semicolon, or connector.

Correction pattern: I studied hard, I improved. -> I studied hard, so I improved. / I studied hard. I
improved. / I studied hard; I improved.



Digital Nutrients English Punctuation Handbook Page 48

digitalnutrients.com | Subscribe to the Digital Nutrients YouTube channel

Punctuation Rules Quick Reference:
Precision Marks
Rule Example

Use apostrophes for contractions. I do not = I don't. It is = it's.

Use apostrophes for possession. My teacher's advice helped me.

Use quotation marks for exact words. She said, "Practice daily."

Use a colon to introduce a list or
explanation.

I need one thing: feedback.

Use a semicolon between related complete
sentences.

I was tired; I practiced anyway.

Use exclamation marks carefully. Great job! / Please review my homework.

Formal writing warning

In professional emails, too many exclamation marks can sound childish or too emotional. Use them only when
the feeling is appropriate.
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Writing Homework Bank
Use these prompts when you need extra practice. Write 5-8 sentences for each prompt. Then
edit only punctuation.
- Describe your English study routine. Use periods and commas.
- Write an email asking a teacher to check your homework.
- Explain your biggest English challenge. Use because, although, but, and so.
- Write a short dialogue between two students. Use quotation marks.
- Create a study plan with a colon and a list.
- Write your opinion: Are random English classes helpful or confusing?
- Tell a story about a time you felt proud of your English.

Before you finish, check:
- Every sentence has an end mark.
- Long sentences are divided or connected correctly.
- Commas help the reader, not confuse the reader.
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Vocabulary Themes for Punctuation and
Progress
Learn these words so you can talk about punctuation with a teacher or partner.

Theme Useful words

Punctuation period, comma, question mark, apostrophe, quotation marks, colon,
semicolon

Editing correct, rewrite, revise, check, proofread, mistake, clarity

Speaking pause, stress, rhythm, intonation, voice, listener, expression

Writing sentence, paragraph, main idea, detail, connector, example

Progress goal, routine, feedback, confidence, improvement, habit

Practice sentence

My goal is to proofread my paragraph, correct punctuation mistakes, and read it aloud with better pauses.
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Roleplay Bank 1: Everyday English
Use these roleplays with a tutor, HelloTalk partner, or small group. First write the lines with
punctuation. Then speak them naturally.

Situation Your task

Meeting a new learner Ask 3 questions and answer 3 questions clearly.

Asking for correction Say what you wrote and ask someone to check punctuation.

Explaining a mistake Explain why a comma or period changes the meaning.

Planning study time Use a colon and a list to explain your plan.

Class feedback Tell your teacher what helped you and what confused you.

Useful phrase: Could you check my punctuation and tell me the most important
mistake?



Digital Nutrients English Punctuation Handbook Page 52

digitalnutrients.com | Subscribe to the Digital Nutrients YouTube channel

Roleplay Bank 2: B1 to B2 Discussion
Discussion topic Punctuation goal

Online classes Use commas after opinion phrases: In my opinion, ...

Health lifestyle Use a colon before examples.

Technology and attention Use but, so, and although with correct commas.

Respectful disagreement Use clear sentences, not emotional punctuation.

Your future plan Use lists, connectors, and clean paragraph punctuation.

Discussion frame
In my opinion, ____. For example, ____. However, ____. That is why I believe ____.
Write your answer below and mark the commas before you speak.
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Answer Key and Sample Corrections: Part 1
Many answers are possible. Use this key to check the most important punctuation.

Day Sample correction

1 I practice English every morning. My teacher gives me homework.

2 My name is Sara. I work in Istanbul.

3 Where do you live? / I want to know where you live.

4 I studied grammar, vocabulary, pronunciation, and writing.

5 After class, I reviewed my notes.

6 My brother, who works at night, studies English online.

8 I'm not sure, but it's okay.

9 My teacher's advice helped me.

Reminder

If your answer is different but clear, it may still be correct. Punctuation often depends on sentence structure.
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Answer Key and Sample Corrections: Part 2
Day Sample correction

10 Aisha said, "I understand now."

11 I have one goal: improve my English.

12 I practiced daily; my confidence grew.

16 I wanted to speak, but I was nervous.

17 Because I was nervous, I spoke too fast.

18 However, I still need feedback.

22 I studied late, so I was tired. / I studied late. I was tired.

23 Because I practiced every day, I improved.

25 Hello, Teacher. Can you check my homework?

Self-correction question: Can I explain why I used this mark? If yes, your punctuation skill is
growing.
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Final Assessment: Punctuation, Writing, and
Speaking
Complete this assessment on Day 30 or after finishing the handbook.

Part 1: Correct the punctuation
- after work i study english write notes and record my voice
- my teacher said practice a little every day
- i was nervous but i answered the question

Part 2: Write
Write one paragraph with 6-8 sentences. Topic: My next 30 days of English study. Include one
question, one list, one connector sentence, and one colon.

Part 3: Speak
Read your paragraph aloud. Record yourself. Listen for periods, commas, question voice, and
sentence stress.

Skill Score 1-5

I used correct end marks. ____

I used commas clearly. ____

I avoided run-on sentences. ____

I used my voice to show punctuation. ____
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Progress Record and Next Steps
Complete this page after Day 30. Put your honest result here. This page is your evidence.
Start date: __________________ Finish date: __________________
Starting punctuation level estimate: __________________
Current punctuation level estimate: __________________
My strongest punctuation mark now: __________________
My weakest punctuation mark now: __________________
My next 30-day goal: ______________________________________________

Continue with Digital Nutrients

Visit digitalnutrients.com for English learning resources and subscribe to the Digital Nutrients YouTube channel
for practical lessons, pronunciation support, writing help, and clear English roadmaps.

Final reminder
Progress is not magic. It is honest practice, correction, and enough repetition to make the next
sentence better than the last one.


