
SNS COLLEGE OF TECHNOLOGY
Coimbatore-35

An Autonomous Institution

Accredited by NBA – AICTE and Accredited by NAAC – UGC with ‘A++’ Grade
Approved by AICTE, New Delhi & Affiliated to Anna University, Chennai

23ENT101- COMMUNICATIVE ENGLISH
I YEAR / I SEMESTER

UNIT 1

Spelling and Importance of Punctuation

DEPARTMENT OF ENGLISH



8/10/2024 2/8REPORT WRITING/19ENB101-COMMUNICATIVE ENGLISH/SNSCT

Spelling and Importance of Punctuation
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Introduction

Definition of Spelling

The arrangement of letters to form words.

Definition of Punctuation

The use of standardized marks to clarify meaning in writing.

Importance

Both elements are crucial for clear communication.
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Importance of Spelling

Clarity

Correct spelling ensures the intended message 

is understood.

Professionalism

Misspelled words can undermine credibility.

Communication

Accurate spelling facilitates effective exchange 

of ideas.
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Common Spelling Challenges

Homophones

(e.g., "their," "there," "they're").

Silent letters 

(e.g., "knight," "island").

Commonly confused words 

(e.g., "affect" vs. "effect").
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• Importance of Punctuation

• Enhances Clarity: Proper punctuation helps avoid 

ambiguity, e.g., “Let’s eat, Grandma!” vs. “Let’s 

eat Grandma!” 1.

• Conveys Tone: Different punctuation marks can 

change the tone, e.g., exclamation points express 

excitement 14.

• Guides Readers: Punctuation acts as road signs in 

writing, indicating pauses and stops.
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Punctuation Mark Purpose Example

Period (.) Ends a sentence "She loves reading."

Comma (,) Separates items in a list
"I bought apples, oranges, and 

bananas."

Question Mark (?) Indicates a question "Are you coming?"

Exclamation Point (!) Expresses strong emotion "Watch out!"

Key Punctuation Marks



• Effects of Misusing Punctuation Ambiguity

• Incorrect punctuation can change meanings 

significantly.Example

• “I love cooking my family and my dog.” vs. “I love cooking, my family, and 
my dog.”

• .

• Reader Confusion: Poor punctuation can distract readers from the message
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• Tips for Improving Spelling and Punctuation Practice

Regularly: Use spelling games and quizzes.

Read Aloud: Helps identify punctuation errors and 

awkward phrasing.

Use Tools: Grammar checkers can assist in identifying 

errors.
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https://support.microsoft.com/en-us/office/check-spelling-and-grammar-in-
powerpoint-for-the-web-36069a9a-a502-4db1-b5ac-9c556b4fd060
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