Summary of Capital Letters:  Capitalize 
· the first word of a sentence or fragment 

· the name of a day or a month 

· the name of a language 

· a word expressing a connection with a place 

· the name of a nationality or an ethnic group 

· a proper name 

· the name of a historical period 

· the name of a holiday 

· a significant religious term 

· the first word, and each significant word, of a title 

· the first word of a direct quotation which is a sentence 

· a brand name 

· a Roman numeral 

· the pronoun I 

Commas with “please”
Use a comma if “please” is at the end of a request.

Example: Send me a mail, please.

Don’t use a comma if “please” is at the beginning of a request.

Example: Please send me a mail.

Commas between Main Clauses

Use a comma between two main clauses which are separated by and or but.

Example: We ran out of fuel, and the nearest petrol station was 5 miles away.

Use a comma to separate parts of a sentences in a sequence.

Example: She ran down the stairs, opened the door, saw her boyfriend(,) and gave him a kiss.

Don’t use a comma if these parts of the sentence are separated by and or but.

Example: She ran down the stairs and opened the door and saw her boyfriend and gave him a kiss.

Note: Don’t use a comma, but a semi colon, if two main clauses are not separated by and or but.

