

1. The comma:  A comma represents a pause and separates words or groups of words.
A. Series:  use a comma to separate a series of three or more items (words, phrases, or clauses).

B. Adjectives:  use a comma to separate adjectives instead of repeating and.
C. Introductory words:  use a comma after words or groups of words (phrases or clauses) that come at the beginning of a sentence.

D. Direct address:  use a comma to set off or enclose words that speak to a person. 

The sentence directly addresses a person.

E. Clarity:  use a comma to clarify a sentence in which words run together and change the meaning.  The sentence needs clarity.

F. Dates, addresses, places:  use commas to separate items in dates, addresses, and places.

G. Letters:  use a comma after the salutation of a friendly letter (a colon is for a

business letter), and use a comma after the closing of any letter.
H.  Conjunction:  use a comma before a conjunction (for, and, nor, but, or, yet, so)

when it joins two main clauses (two complete sentences).

I.   Interruption:  use commas to surround extra words that interrupt a sentence and, if removed, would not change the meaning of the sentence.

J.  Appositive:  use commas to surround a word (or group of words) that identifies or names another noun/pronoun.  Proper nouns do not need to be set off in commas.

------------------------------------------------------------------------------------------------------------------------------

Practice Exercise:  Insert commas where needed.  Label the rules too!  Above each comma added, write the name of the rule (ex. Rule 1F).


Bob my best friend took a vacation to Rome Italy.  On a plane from 

Boston Bob landed in Rome and went directly to his hotel the Motel Monet. 

The hotel ended up being adjacent to the airport runways and Bob could not 

get any sleep!  Above the planes roared all night long.  However morning did

finally come and Bob managed to bring his tired aching self on a sight-seeing 

tour.  Even though he did love viewing the Coliseum Bob could not imagine 

the gladiators fighting because he had no energy!  After that long exhausting 

day Bob was sure to buy ear plugs close the shades and enjoy the Motel

Monet for the rest of his stay in Rome!

---------------------------------------------------------------------------------------------------------------------------------------------------------

2. The semi-colon:  A semi-colon is a punctuation mark that represents a stronger pause

     


  than a comma does.  It separates two complete thoughts.  

A.  No conjunction:  use a semi-colon between two main clauses (two complete thoughts) when there is no conjunction.  

B.  Transition words:  use a semi-colon before long conjunctions or transition words

     that join two main clauses (2 complete sentences).  A comma follows the

     conjunction.  (therefore, as a result, however, for example, nevertheless, moreover)

3.  The colon:  A colon is a punctuation mark that signals that more information is to

                         follow.

A. List:  use a colon before a list of items, especially after expressions such as the

following and as follows.
B. Direct quote:  you may use a colon instead of a comma to introduce a direct quote.

C. Letter:  use a colon after the salutation of a business letter (formal).

------------------------------------------------------------------------------------------------------------------------------

Practice Exercise:  Insert the commas, semi-colons, & colons where needed.  Label the rules too!  Next to each mark added, write the name of the rule from the lists (exs. Rule 1A or Rule 3C).
Bob loves to go camping during the summer.  However during this past 

June he forgot to bring the following items a tent sleeping bag and bug spray.  First it rained terribly then the sun came out.  The sun was glorious but Bob suffered from sunburn.  Then creatures came to life as follows hornets wasps and yellow jackets.  Bob tried to run away nevertheless he stumbled and broke his arm.  Without a tent or sleeping bag Bob decided

just to go home.
------------------------------------------------------------------------------------------------------------------------------

4.  The hyphen:  (-)  A hyphen is a short punctuation mark that divides a word.

A. Syllables:  use a hyphen to divide a word, which falls at the end of a line, between

its syllables only.

B.  Compound words:  use a hyphen to divide compound nouns or adjectives.
C.  Compound numbers:  use a hyphen with compound numbers from twenty-one to

     ninety-nine.  Always spell out numbers less than one hundred.

5.  The dash:  (--)  A dash is a long punctuation mark that signals a sudden break,

                               interrupted speech, or emphasized words.  A dash is like a comma.

A. Interruption:  use a dash to show a sudden break in a sentence.

B. Emphasis:  use dashes to emphasize a word or group of words in a sentence.

6.  The apostrophe:  An apostrophe is a punctuation mark that shows possession or

                                   omission.

A. Contractions:  use an apostrophe to show that one or more letters have been

      omitted from a word.
B. Singular possessives:  the possessive form of singular nouns (showing ownership) is made by adding ‘s.

C. Plural possessives:  the possessive form of plural nouns ending in s is made by

adding s’.  However, add ‘s to possessive plural nouns that do not already end in s.
7.  The quotation mark:  Quotes are used to enclose a person’s exact words or to indicate

                                          the title of a short work.

A.   Direct quotation:  use quotations to enclose a person’s words when speaking.
B.  Title of short work:  use quotation marks to enclose the title of a short piece of writing such as the following:  a song, poem, short story, television episode, an individual chapter, newspaper or magazine article.

8.  Underlining and italics:  Use either underlining or italics to express emphasis in a

    statement or to indicate the title of a long work.

A.  Emphasis:  use underlining or italics to emphasize words that need clarification.

B.  Title of long work:  use underlining or italics to indicate the title of a long piece of

writing as follows:  a book, movie, TV show, collection of poems, CD, DVD, play, name of whole newspaper or magazine.

------------------------------------------------------------------------------------------------------------------------------

Practice Exercise:  Insert the hyphens, dashes, apostrophes, quotation

marks, and underlining/italics where needed.  Label the rules too!  Above each mark, write the name of the rule (exs. Rule 1J or Rule 4B).
Bob screamed to his brothers best friend, You cant catch me!  While running backwards with his thumbs in his ears, Bob hummed a tune from SpongeBob Squarepants.  The tune is called Catch Me If You Can, Crabby.  Anyway, Jeremiah his brothers best friend yelled back, I wouldnt waste my time chasing a fool! Suddenly, crazy and I mean crazy Bob lunged at Jeremiah.  The two accidentally tumbled into the womens room.  The rest was like a bad scene from American Pie.

