
 

OTJ Workplace Guides  Business Writing 

 

onthejobglobal.com 
 

Education for Today’s Workplace 

 

Don’t Overuse the Apostrophe 
Strategies  
A.   Use apostrophes 

anytime a subject 
“owns” something 

B.   Use apostrophes to 
combine two words 
into a contraction 

C.   Avoid using 
apostrophes on verbs 
ending in “s” 

D.  Avoid using 
apostrophes on plural 
nouns or other words 
that happen to end 
with “s” 

 
Incorrect & Correct  
Incorrect: The 
warehouses best team 
expedites the managers 
requests. 

Correct: The warehouse’s 
best team expedites the 
manager’s requests 

Incorrect: The warehouse 
distribute’s 30 boxes’ of 
auto part’s monthly. 

Correct: The warehouse 
distributes 30 boxes of 
auto parts monthly. 

 

                                       

 

 
Overusing the Apostrophe Looks 
Unprofessional, but Correct Usage 
Makes Your Writing Clearer 
Workplace writers often overuse apostrophes because 
they are so concerned about trying to use correct 
punctuation that they overdo it.  

You can avoid this by remembering that only two 
situations require the apostrophe: 

§   To show ownership or possession: when a subject (or 
other noun) “owns” something. For example, in the 
box to the left, the warehouse “owns” the team. We 
use apostrophes slightly differently when the subject 
or noun is single or plural; we cover this on the next 
page. 

§   To create a contraction: a word made out of two 
combined words. For example, “they are” becomes 
“they’re,” and “would not” becomes “wouldn’t.” This is 
considered more informal than spelling out the words 
without the apostrophe. 

Apostrophes should not be used unless you’re dealing 
with ownership/possession or a contraction.  

Avoid using apostrophes when you see an “s” but the 
word is not about ownership or a contraction. 
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STRATEGIES 
Use apostrophes to express 
ownership or possession. 
Apostrophes show that a subject or a 
noun, including a person, place, or thing, 
“owns” something. Any noun can have 
ownership over an object.  

For example: the book’s title, the 
method’s results, the team’s success.  

When a subject or noun is plural, we put 
the apostrophe after the “s.” The plural 
word already ended in “s,” so we add the 
apostrophe afterwards. 

For example: the five employees’ lunch 
break, the two new ideas’ benefits. 

 

Use apostrophes to create  
contractions. 
When we put two words together to 
make a contraction, letters get pushed 
out or deleted. Apostrophes fill in for 
these deleted letters. 

For example: does not à  doesn’t, could 
not à  couldn’t, they will à  they’ll, and 
they have à  they’ve. The apostrophe fills 
in for the missing letters.   

Texting often skips apostrophes, as in “I 
dont know if Im attending the banquet.” 
However, apostrophes are required for 
contractions in professional 
communication. Spelling out the words 
without the apostrophe is even more 
professional. 

Avoid using apostrophes with 
verbs that happen to end in “s.” 
Apostrophes are overused; to avoid this, 
analyze a word ending with “s” before 
adding an apostrophe before the “s.” Just 
because there’s an “s,” doesn’t always 
mean we need an apostrophe.  

Many words that end in “s” are actually 
verbs – actions, or things you do. Verbs 
that go with “he” or “she” usually end in 
an “s.” 

For example, he calls, she discusses, 
Kevin jokes, Sarah proposes. 

Do not add apostrophes to these words. 

Avoid using apostrophes with 
plural nouns.  
In addition to verbs, many words that end 
in “s” are just plural (more than one) 
nouns. These nouns (things, people, 
places, ideas) end in “s” to show they are 
plural, but do not require apostrophes 
because there isn’t ownership. 

For example, the employees outside, the 
laptops we bought, the officers they 
hired, the loans they offered. 
Do not add apostrophes to these words. 
However, plural nouns do have an 
apostrophe after them if they own 
something, as shown in the first strategy. 

 


