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Letter A character representing one or more of the sounds 

used in speech. Written words are made up of 

letters. E.g. Gg Ee Ww 

Capital letter A letter of the alphabet that usually differs from 

its corresponding lowercase letter in form and 

height; A, B, Q as distinguished from a, b, q. Used as 

the initial letter of a proper name, the pronoun I 

and in the first word of a sentence. E.g. After 

school Ted plays football in Southampton. 
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Word A word is a unit of grammar: it can be selected and 

moved around relatively independently, but cannot 

easily be split. In punctuation, words are normally 

separated by finger spaces. 

Singular When a word is in singular form it means just one or 

by itself.  

E.g. boy    baby    goose 

 

Plural  When a word is plural it means more than one.   

E.g. boys  babies  geese 

 

Sentence A sentence is a group of words which are 

grammatically connected to each other but not to 

any words outside the sentence.  

E.g. John was at the farm. 

 

Punctuation Punctuation includes any conventional features of 

writing other than spelling and general layout. One 

important role of punctuation is to indicate sentence 

boundaries.  

E.g. ! “ ( ) - ? / . , ; : 

 

Full stop A punctuation mark (.) used at the end of a sentence 

or an abbreviation. 

 

Question mark A punctuation mark (?) indicating a question. 

 

Exclamation mark A punctuation mark (!) indicating strong feelings, 

something unusual or high volume (shouting). 

 

 

 

 


