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Commas





The course covered language, computing, presentations and interviews.








Knowing it was expensive, she saved up for two years.


Although it would take four years, she felt it was worth it.


In the autumn term, there were no exams, meaning they could relax. 





It was a great course.  However, it was also expensive.


The results were impressive.  Consequently, they received an ‘A’ rating.





The man who worked part-time was an American, hired through an agency.


The man, who worked part-time, was an American hired through an agency.











Use in lists





Use to separate sentence parts





Maybe use after longer words





Use to group information differently, make it less important





Apostrophes





We’re satisfied with the result.  		= We are


They’ve finished. 				= They have


I should’ve passed.				= should have (not ‘of’!)





The students’ were late. X  			The students were late. (


They needed more teacher’s. X		They needed more teachers. (








London’s population				= the population of London  


workers’ rights				= the rights of workers	


Mr Brown’s book				= the book of Mr Brown





The student’s class is in half an hour. 	= class of one student


The department’s funding was cut. 	= funding of one department





The students’ class is in half an hour. 	= class of many students


The departments’ funding was cut. 		= funding of many departments





The men’s team were the winners.


The children’s teacher was very young.


They wanted people’s opinion on the changes.





The essay is copied.  It’s going to need a rewrite.        (needs apostrophe!)


The essay is copied so it’s been returned without a grade.  (   “    “  )


The essay is copied.  Its writer will need to redo it.      (no apostrophe!)














Use to show missing letter/s








Don’t use them with all plurals!





Use to mean ‘of’ 


(i.e. ownership)





’s =of one (sing.)


’  =of many (plural)





NB!	’s = different plurals!





NB!     it’s = 


it is/it has   only 


(i.e. use for missing letters, never ownership)
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