Rules of Capitalization
First letter of every sentence
He comes here.

I work with ABC Ltd.

Ram is my friend.

Always capitalize first person singular regardless its position

He and I go to market.

It is I who will do this work.

Capitalize first letter of name of day, monthor festival
I will meet you on Monday.

She will attend this lecture on Sunday.

I will visit Mumbai in coming December.

She will start learning English in November.
Everybody meets his or her relative on Diwali.

Name of a person

I think Nareshis one of the best salesmen in the country.

I know Ram will never let this happen.
Name of a village, city, town, State and Country

Haryana is a state in North Indiawith its capital as Chandigarh. Village Ghamroj is famous in Haryana being a Rajput’s village.
Name of religions

All religions are good provided they teach you to love and respect other religions, e.g. ,Hindu, Judaism, Christianity, Islam  

Name of languages

People want to learn Sanskrit, French, Spanish, English and Urdu.

Name of companies, schools, colleges, buildings, monuments etc. should be capitalize 
Tata Consultancy, Serco India Private Ltd. 
I studied in Govt. Boys High School, Sohna.
You should join Tata Consultancy Services Pvt. Ltd.

Capitalize name of places, religious book (proper noun)

There are many tourists’ attractions in India, namely, LaxmanJhula, India Gate, Church Gate, Teen Murti, (Name of places)

My list of favorite books is long: The Geeta, The Koran, The Bible (Name of holy books)
Capitalize titles when they come beforename
Our Prime Minister Narender Modi will come tomorrow.

Company has decided to promote Director Ashok Singla this year.
First word after a direct quote
I said to him, “Please meet me tomorrow?”
She asked me, “Whenwill this office start?”

Name of mountain, river, lakes, and oceans
My favorite movie is Rehna HaiTere DilMein.
The most famous river in India is The Ganga.

My mother loves reading MeriSaheli. (Magazine)

I used to read Hindustan Times when I was pursuing CA.

Titles of movie, magazine, books, newspapers, articles etc.

First word of salutation
Dear friend,

Dear Sir, 

Dear Madam,

Dear student
Dear Ram (we always use capital case with proper noun, i.e., name)

What not to capitalize
Don’t capitalize name of season, e.g., autumn, winter, summer,spring
Don’t capitalize a subject unless it’a language: mathematics,  history,  science,  social science (English, Hindi, French etc. are subjects as well as languages, hence capitalized)
If you are struggling to improve command of English language, you can get my bestselling book at following link:

Speak English – Your Guide to Every Communication at www.amazon.in
