
Punctuation for Professionals
Write with Precision and Credibility

Correct punctuation improves clarity, professionalism, and credibility. Use this checklist to avoid common
punctuation mistakes in professional writing.

Commas
• ■ Have I used commas correctly in lists and compound sentences?

• ■ Have I avoided unnecessary commas that break sentence flow?

Semicolons & Colons
• ■ Have I used semicolons to link closely related ideas?

• ■ Have I used colons correctly to introduce explanations or lists?

Apostrophes
• ■ Have I used apostrophes correctly for possession and contractions?

• ■ Have I avoided apostrophes in simple plural forms?

Final Checks
• ■ Does punctuation help the reader follow my meaning easily?

• ■ Have I checked punctuation consistency throughout the document?
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