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Mechanics
Apostrophe, Capitalization, Underlining/Italicizing

The Apostrophe 

There are three instances in which you should use an apostrophe: 
1. Contractions 

2. Indicating an object of possession for a proper noun.

3. Pluralizing non-noun words and expressing time.

Contractions
Although it is not recommended that you use contractions in academic prose, it is common to use them in creative writing. A contraction combines two words into one and omits letters. 

· it is = it’s

· we will = we’ll

· I will = I’ll

· they are = they’re 

These are just a few common contractions. Again, they are not recommended for analytical or research papers, but are fine to use in creative writing. 

Possession

Apostrophes are also used to show ownership: 
· Add an ’ s if a noun or indefinite pronoun (someone, anybody, and so on) does not already end in s.
I cannot find my friend’s book bag
Everyone’s right to privacy should be respected.
John and Julio’s apartment has velvet wallpaper. (Notice that only the second noun takes the possessive apostrophe) 

· If a noun already ends in an s, then only an apostrophe is needed; no extra s is necessary.
Both of my aunts’ houses are filled with antiques.

Mr. Jonas’ company manufactures sporting goods and uniforms.

The class loved reading about Ulysses’ travels. 

Pluralizing non-noun words and expressing time

Apostrophes should also be used to show expressions of time, the plurals of letters, numbers, and other (non-noun) words that generally do not have plurals. 
· I desperately need a week’s vacation.
·  Be careful to cross your t’s.

· Your 8’s look like f’s.

· Don’t use so many but’s in your writing.
Be sure to note that possessive pronouns such as his, hers, theirs, ours, yours, and its never take an apostrophe.

Capitalization

· Nationalities, religions, races, countries, cities, months, days of the week, documents, organizations, geographic locations (the South) and holidays should be capitalized.
· Capitalize academic subjects only if they refer to a specific named and numbered course.
Have you ever studied psychology?

Last semester, I took Psychology 101.
· Capitalize all the words of a title except for short prepositions, short conjunctions, and the articles the, an, and a. The first word of a title must be capitalized, regardless of what it is. 
I liked The Color Purple but found The House on the River slow reading.

Underlining/Italics

· Either underline or place in italics the titles of long works: books, newspapers, television shows, magazines, plays, record albums, movies, operas, and films.

· Put quotation marks around shorter works or parts of longer ones: articles, short stories, poems, songs, paintings, scenes from plays, and chapters from full-length books.

· The titles and parts of sacred books are not underlined and are not set off by quotation marks: the Bible, Job 5:6, the Koran 1:14 etc. 
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