PUNCTUATION
,   – comma

.    – full stop

“   – quotation mark (aka inverted comma)
!   – exclamation mark

?   – question mark

:    - colon

;    - semicolon

… - dots

–   -  dash
Paragraph

Capital letter
PUNCTUATION in Direct Speech

“Ghghskjgskjbdskbgdsk,” he said.

“Ghghskjgskjbdskbgdsk?” said Tom.

“Ghghskjgskjbdskbgdsk?” Tom said in surprise.

“Ghghskjgskjbdskbgdsk?” Tom said. “Jghshrh.”

Слова цитаты начинаем с заглавной буквы, точка, вопросительный знак, восклицательный  знак и запятая – внутри кавычек. Запятая перед кавычками, когда слова “he said/asked”  располагаются перед прямой речью.

“The manager is away,  ” she said.

She said, “The manager is away.  ”
“The manager, ” she said, “is away. ”
PUNCTUATION in clauses

He was reading when the lights went out.

The lights went out while he was reading.

While he was reading , the lights went out.

AS klhjklhjkhjkhjk , sghkjbgkjhhsk.

Jhkjghskjghskhskljh AS dkbfhbdkjb.

IF kjghjgssnndngjngkjn , hgkjsnjkagjagjab.

Afn,nknkdnsnbjns IF ndkjnjnjnjnsnb,nbss.

When circumstances come before the subject
Trying to concentrate, I closed my eyes.

I closed my eyes trying to concentrate.

Suddenly, I heard a strange sound.

Прикольное задание это здесь 

Punctuate the following sentence so that it makes sense:

Dima had had while Maxim had had had had had had teachers approval 
