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ABOUT THE TEXT AND WORKBOOK 
 
First, to avoid confusion, I want to clarify the terminology I am using here: For the reference work, 
Court Reporting: Bad Grammar/Good Punctuation, I will use the term “text,” which has “chapters.” I will 
refer to this book as the “workbook,” which has “sections.” So the text has chapters; the workbook has 
sections. 
 
I believe, as I stated in the text, that a true understanding of punctuation has to be based on the way the 
language works, in other words, on the grammar and the syntax of the sentence. It is absolutely crucial to 
grasp the grammar and syntax of English before embarking on the study of punctuation. 
 
The first six chapters of the text contain vital information on how the language works. No matter what you 
have previously studied in relation to English grammar and punctuation, I recommend that you start with 
these six text chapters and work through the accompanying sections here in the workbook, Sections 1 
through 7, before launching into the “meat” of punctuating. These chapters lay the foundation for all that 
follows in both the text and the workbook. 
 
There is no doubt that punctuation is not an exact science. There are variations in what is acceptable in 
some areas and for some rules; there are differences of opinion. You may take exception to some of the rules 
discussed and explained in the text. If that is the case, you will not agree with the answers that are here. The 
answers in this workbook are based on the information given in the text.  
 
I am open to and actually welcome discussion at any time on all things English. A lively discussion of the 
rules of English is truly heartwarming, stimulating, and fun -- weird, I know! I can be reached at 
book@margiewakemanwells.com. 

 
THE ORGANIZATION 

Though the first six chapters of the text should be studied before anything else is attempted, the order 
for the rest of the chapters in the text is arbitrary. I chose the order of Chapters 7 through 15 in the text 
because it is logical to me; it is thus the order in which I have always taught those rules.  
 
The chapters from 16 to the end of the text are in no particular order. The content in some of those text 
chapters overlaps with earlier chapters; for example, the material in the chapter on parentheticals, 
Chapter 24, is also covered in the chapter on commas that set off, Chapter 15. Chapters 30 through 34 
can be done anytime during the process of studying punctuation as they do not relate to other content. 
 
Because of this overlap and the fact that some principles need to be learned before others make sense 
and because it was not possible to write the text to show this interwoven relationship between the rules, 
the sections in this workbook do not match chapter for chapter with the text. Sometimes a workbook 
section covers one chapter of material from the text; sometimes it covers more than one chapter. It is 
appropriate to work some sections of the workbook out of order.
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There are many pages here; the practice is deliberately repetitive. The sections are different lengths 
based upon the concentration of rules covered. Section 35, the concluding section, is where all the rules 
come together -- an exercise not unlike punctuating a transcript. 
 
There is a chart at the end of this introduction that shows the parallels between the text chapters and the 
workbook sections along with my comments, where appropriate, about the content of specific sections. 
 

THE TABLE OF CONTENTS 
Where a workbook section addresses a specific rule or rules within the subject covered, there is an 
indication on the individual pages and in the Table of Contents. Otherwise, the norm is that each section 
is an exercise on the general rules covered in the title of the section. 
 

THE ANSWERS 
The answers are on the reverse side of each page. My advice is that you study the appropriate chapters 
in the text and then work one page at a time in the workbook and look at the answers. It is not a good 
idea to look at the answer after doing each question, nor do I think it is a good idea to work an entire 
section before looking at the answers. The idea is to learn from mistakes on a page and then move on to 
the next page for more practice. 
 
Some answers have an “or” choice. This simply indicates that there is another possibility. In reality, 
there might be an “or” choice for some sentences though you do not find it listed. For example, all 
conjunctive adverbs could have a period preceding them. That option is not listed.  
 
I made every attempt to eliminate alternate ways to interpret the sentences, but I am sure it is going to 
be possible to read some of the sentences with a different interpretation. 
 

THE SCHOOL SETTING 
I assume that the most common use of this workbook will be by students who use it under the guidance 
of a teacher in a class on punctuation. 
 
As is repeated in the text in several places and as I have repeated here, sometimes there can be two ways 
to do something. The teacher will be the judge about which choice is best. It can at times be a “regional” 
decision; that is, different parts of the state/country have a different idea about what is correct. There 
might be a different interpretation of a rule. 
 
Of the many pages here, not all pages have to be used in one course. The teacher may decide to break up 
the material as schools often have two courses in punctuation. Some pages may be “saved” for a second 
course or for national- or state-test review at the end of the program. All of this will be determined by 
the individual teacher. 
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THE CORRELATION 
To make this easier, I have included a chart here that gives you an idea of what chapters of the text need 
to be mastered before doing the individual sections of the workbook. In addition, there are comments on 
some sections that I think are worth noting before you begin the work on a particular section of the 
workbook. 
 
Again, in my opinion, it is absolutely essential to master Chapters 1 through 6 in the text and do 
Sections 1 through 7 here in the workbook before tackling any of the other sections. 
 
WORKBOOK SECTION 1 The Connecting Word/The Elements of the Language 
Covers text Chapters 1 and 2 
 
WORKBOOK SECTION 2 The Elements of the Language 
Covers text Chapters 1 and 2 
 
WORKBOOK SECTION 3 The Sentence 
Covers text Chapters 1, 2, and 3 
 
WORKBOOK SECTION 4 The Essential/Nonessential Issue 
Covers text Chapter 4 
 
WORKBOOK SECTION 5 The Dependent Clause 
Covers text Chapters 2, 4, and 5 
 
WORKBOOK SECTION 6 The Dependent Clause Combinations 
Covers text Chapters 2, 4, 5, and 6 
 

This section puts clauses within clauses and covers the punctuation for the relationship of those 
clauses to each other -- how to punctuate the “shorter” clause in relation to the “longer” clause it is a 
part of. This is just a foretaste of what happens in a transcript. 

 
WORKBOOK SECTION 7 Sentence Structure 
Covers text Chapters 1, 2, 3, 4, 5, and 6 
 

This section combines all the content of the first six chapters of the text. It is practice in pulling 
together all of the pertinent rules for punctuating the structure of the sentence. 
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For these subsequent sections, I am making the assumption that you understand 
the material in Sections 1 through 7, that is, that you know the functions of the 
connecting words and can identify and punctuate dependent clauses and that you 
have a basic understanding of essential/nonessential. These seven sections are 
prerequisite to everything else in the book. 
 
WORKBOOK SECTION 8 The Period and the Interrog 
Covers text Chapters 7 and 8 
 

This section often makes you decide between a period and an interrog for the terminal punctuation 
of the sentence. Don’t overlook this most crucial terminal punctuation. 

 
WORKBOOK SECTION 9 The Period, the Interrog, and the Tag Clause 
 (In Transcript Format) 
Covers text Chapters 7, 8, and 26 
 
WORKBOOK SECTION 10 The Tag Clause 
Covers text Chapters 8 and 26 
 
WORKBOOK SECTION 11 The Quotation Mark 
Covers text Chapter 9 
 

This section offers a choice between italics/underlining and quotes. Whichever you decide to use in 
the transcript, you want to practice here. If you are going to quote everything (as the reporting field 
currently tends to do), then simply quote everything here. I have chosen to use italics, where they 
are correct, in the answers, 

 
WORKBOOK SECTION 12 The Quotation Mark (In Transcript Format) 
Covers text Chapters 9, 23, and 26 
 
WORKBOOK SECTION 13 The Colon and the Dash 
Covers text Chapters 10 and 11 
 
WORKBOOK SECTION 14 The Semicolon and the Series 
Covers text Chapters 12 and 25 
 
WORKBOOK SECTION 15 The Series 
Covers text Chapters 12 and 25 
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WORKBOOK SECTION 16 The Comma That Separates (All Rules) 
Covers text Chapters 13 and 14 
 

This section combines all of the rules for the comma that separates. Sections 17 through 19 and 
Sections 21 through 25 offer more extensive practice on some of the specific rules. 

 
WORKBOOK SECTION 17 The Comma of Omission 
Covers text Chapters 12, 13, 14, and 25 
 
WORKBOOK SECTION 18 The Introductory Element 
Covers text Chapters 13 and 14 
 
WORKBOOK SECTION 19 The Elements at the End 
Covers text Chapters 13 and 15 
 
WORKBOOK SECTION 20 The Comma That Sets Off (All Rules) 
Covers text Chapters 13 and 15 
 

This section combines all of the rules for the comma that sets off. Sections 21 through 26 offer more 
extensive practice on some of the specific rules. 

 
WORKBOOK SECTION 21 A Conjunctive Adverb or Not? 
Covers text Chapters 13, 14, 15, and 24 
 
WORKBOOK SECTION 22 The Appositive 
Covers text Chapters 11, 13, 14, 15, and 21 
 
WORKBOOK SECTION 23 The Participle 
Covers text Chapters 13, 14, 15, and 21 
 
WORKBOOK SECTION 24 The Parenthetical 
Covers text Chapters 13, 14, 15, and 24 
 
WORKBOOK SECTION 25 The Appositive (After a Parenthetical) 
Covers text Chapters 13, 15, 21, and 24 

 
This section practices the six rules for the expressions like that is and for example when there is an 
appositive after them -- a common occurrence in reporting. 
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WORKBOOK SECTION 26 The Interrupting Elements 
Covers text Chapters 13 and 15 
 

This section involves those elements that “interrupt the flow” of the sentence. There are certainly 
judgment calls to be made on whether or not to use punctuation. 

 
WORKBOOK SECTION 27 Where NOT to Put Punctuation 
Covers text Chapter 27 

 
This section involves recognizing where not to put punctuation in a sentence and involves removing 
punctuation that is incorrect. 
 

WORKBOOK SECTION 28 The Words That Need a Special Look 
Covers text Chapter 28 
 

This section includes those words -- so, what, yes and no, et cetera -- that just seem to engender 
many questions and a fair amount of confusion. 

 
WORKBOOK SECTION 29 Is It One Word or Two? 
Covers text Chapter 29 
 

This section is not related to punctuation but involves those one-word/two-word issues that 
everyone seems to struggle with at times: sometime/some time, into/in to, awhile/a while, et cetera. 

 
WORKBOOK SECTION 30 The Abbreviation 
Covers text Chapter 16 

 
This section includes both abbreviations and acronyms, and the issue is where to put periods. 
Though the rules often add periods, the trend is more and more to omit them. The other issue here 
is the capitalization for the abbreviations. The answers in this workbook were researched in the 
eleventh edition of Merriam-Webster. 
 

WORKBOOK SECTION 31 Plurals and the Apostrophe 
Covers text Chapters 17 and 31 

 
This section deals with the thorny problem of apostrophes. Again, there are differences of opinion 
on how to form the possessives of certain words. 
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WORKBOOK SECTION 32 The Hyphen 
Covers text Chapter 18 
 

This section must be completed with a dictionary. It is not possible to always remember the form of 
every word in the language. The answers in this workbook were researched in the eleventh edition of 
Merriam-Webster. 

 
WORKBOOK SECTION 33 Capitalization 
Covers text Chapter 19 
 

This section brings up differences of opinion on what should be capitalized. There is certainly room 
for options for capitalizing some words and for capitalizing the same word in some contexts and not 
in others. 

 
WORKBOOK SECTION 34 The Number Question 
Covers text Chapter 20 

 
This section on numbers probably brings up more conflicts than any other. Reporters are usually 
very “attached” to the way they transcribe numbers. It is certainly an area of much controversy. 
What cannot be included here is exactly how the number was said. 
 

WORKBOOK SECTION 35 General Practice 
Covers all text chapters 
 

This section is intended to be a review of everything in the text. These pages should have the feel of a 
transcript, where all English skills come together. Though there is value in focusing on rules for one 
thing at a time as we have done in most of this workbook, it is crucial to combine that practice into 
pages where all knowledge has to be utilized to create the “perfect” sentence. 


