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Fall and Spring Punctuation Notes

1.  Comma:   A comma represents a pause.  It is used to separate words or groups of words.
A. Series:  use a comma to separate a series of three or more items (words, phrases, or clauses).

Example:  He avoids trouble, works hard in school, and plays

sports.
B. Adjectives:  use a comma to separate adjectives instead of repeating and.
Example:  She is a strong, graceful dancer.
C. Introductory words:  use a comma after a single word or a groups of words (phrases or clauses) that come at the beginning of a sentence.

Example:  Oh, why can’t you be quiet?
Example:  After the dirt road ends, you should turn left.
D. Direct address:  use a comma to set off or enclose words that speak to a person. 
The sentence directly addresses a person.
Example:  I can’t find your horse, Bob, but I have the saddle.
E. Clarity:  use a comma to clarify a sentence in which words run together and change the meaning.  The sentence needs clarity.

Example:  Above, the jet roared through the sky.
F. Dates, addresses, geographical names:  use commas to separate items in dates, addresses, and places.

Example:  Tuesday, June 29, 1951, was his birthday.
Example:  She lives on 6 Main Street, Boise, Idaho.
Example:   Paris, France
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.

Examples:   Dear Aunt Suzie,

Yours truly,

H.  Conjunction:  use a comma before a conjunction (for, and, nor, but, or, yet, so)

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

Example:  The man paid for the item, and he still had change.
I.  Interruption:  use a comma to surround extra words that interrupt a sentence and, if removed, would not change the meaning of the sentence.

Example:   It is freezing cold, you know, and way too early.
J. Appositives:  use a comma to surround a word (or group of words) that identifies or names another noun/pronoun.

Example:  The Titanic, a ship that hit a massive iceberg, never

made it home.
2. Semi-colon:   A semi-colon is a punctuation mark that represents a stronger pause

than a comma does and separates items within a sentence.  It is not quite a

“full stop” as is a period.

A. No conjunction:  use a semi-colon between two complete sentences when there is no conjunction.  

Example:  The man paid for the item; he still had change.
B.  Transition words:  use a semi-colon before long conjunctions or transition words

     that join two complete sentences.  A comma follows the conjunction.  ( ;therefore, 

     ;as a result,  /  ;however,  /  ;for example,  /  ;nevertheless,  /  ;moreover,)

     Example:  Bob will not move; therefore, we must avoid him.
C. Too many commas:  use a semi-colon in a series of items that have "extra"

     commas for organization.

     Example:  Last summer we traveled to Portland, Maine;

           

Boston, Massachusetts; and Burlington, Vermont.
3.  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.
 
      Example:  When you go to camp, remember to bring the

following:  a sleeping bag, socks, and a flashlight.
B. Direct quote:  you may use a colon instead of a comma to introduce a direct quotation.

Example:  The woman was hostile and shouted for the last time: 

“Please move!”
C. Letter:  use a colon after the salutation of a business letter (formal).

Examples:  Dear Doctor Smith:     To the Department of Labor:
4.  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.

Example:  I am going to the Provident Bank later today to with-



draw enough money for the trip.

B. Compound words:  use a hyphen to divide compound nouns or adjectives.

Examples:  six-year-old, sister-in-law, in-line skating, self-esteem
C. Compound numbers:  use a hyphen with compound numbers from twenty-one to ninety-nine.  Use a hyphen for fractions used as adjectives.
Examples:  thirty-seven             I’m one-fifth through the story.
5.  Dash:    (--) A dash is a long punctuation mark that signals a sudden break, interrupted

                   speech, or emphasized words.  Dashes, commas, and parentheses are similar.
A. Interruption:  use a dash to show a sudden break in a sentence.

Example: There is one thing—actually two—that you could do.
B. Emphasis:  use dashes to emphasize a word or group of words in a sentence.

Example:  Amesbury’s P.T.O.—Parent and Teacher Organization—
         holds many fundraisers.
6.  Apostrophe:   An apostrophe is a punctuation mark that shows possession or omission.

A. Contractions and plurals:  use an apostrophe to show omitted letters in a contraction or to make letters and numbers plural.
Examples:  do not=don’t     I earn A’s.  There are two n’s in cannot.
B. Singular possessives:  the possessive of singular nouns is made by adding ‘s.

Examples:   Lucas’s friend

Bob’s fluffy cat
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.
Examples:  the girls’ bags    boys’ locker room    children’s toys
7.  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.

Examples:  She said, “Hello everyone.” 

 “How are you?” they replied.
B. Title of short work:  use quotations to enclose the title of a short piece of writing such as a song, poem, short story, TV episode, chapter, or news/mag. article.

Examples:  “Revolution” by the Beatles   “Legend Dies” in People
8.  Underlining/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.

Example:  Please, remember to buy me a new car next fall.
B. Title of long work:  use underlining or italics to indicate the title of a long piece of writing—a book, movie, TV show, collection of poems, CD, DVD, play, newspaper or magazine.
Examples:  The Boston Globe, The Office, The Miracle Worker



  The Boston Globe, The Office, The Miracle Worker
