PUNCTUATION

Commas  ,

· Before a conjunction to separate two independent clauses
· We went to the store, and then we went home.

· We went to the store, but it was closed

· Bob and I went to the store.

· We went to the store and the library.

· With series

· Use to separate three or more words, phrases, or clauses in a series.

· I read all her novels, essays, and poems.

· We went to the store, to the library, and to the dentist.

· There were people who wanted to read, who wanted to sleep, and who wanted to eat.

· Don’t use if you have lots of conjunctions.

· I cut and chopped and diced onions.

· Don’t use with pairs.

· I ordered ham and eggs, coffee and cream, and bread and butter.

· With adjectives

· Use to separate coordinate adjectives (changing the order doesn’t change the meaning).

· I have a small, gray, angry kitten.

· The long, thick, ugly book is interesting.

· Don’t use with cumulative adjectives (changing the order changes the meaning).

· The light red car is yours. ≠ The red light car is yours.

· The bright green light means go.  ≠  The green bright light means go.

· With introductory material

· Words

· No, I don’t agree.

· Sue, stop doing that.

· Of course, that is possible.

· Obviously, you’re on task.

· Phrases

· In the jungle, the lion sleeps tonight.

· Jumping over the fence, the boy ripped his pants.

· To pass the class, pay attention.

· Clauses

· While it was raining, the old man was snoring.

· With parenthetical and nonessential expressions (words that interrupt the flow of a sentence [also known as interrupters])

· Direct address

· We will leave, dear, when I’m ready.

· Dear, we will leave when I’m ready.

· Conjunctive adverbs

· The boys, therefore, must leave.

· However, the girls can stay.

· Common expressions

· The flowers, in my opinion, look horrible

· Of course, that’s a bad idea.

· Contrasting expressions.

· The mouse was here, not there.

· Don’t use with essential information.

· The boy who is holding the book is smiling.

· Bob, who is holding the book, is smiling.

· The famous poet Pushkin is wonderful.

· Pushkin, the famous poet, is wonderful.

· The hotel that we like the best was in Montmartre.

· Hotel Dorée, which we like the best, was in Montmartre. 

· With locations – when a place has more than one part, separate each part with a comma.

· I drove from Houston, Texas, to Chicago, Illinois.

· With dates

· When a date has more than two parts, separate each part with a comma.

· On April 12th, 1961, Yuri Gagarin became the first man in space.

· If only the month and year are given, no commas between.

· February 1980 was a very cold month.

· If the parts are joined by a preposition, no commas.

· The first American in space went on May 5th of 1961.

· If a name is followed by a title, use a comma after each name and title.

· I saw Bob, Jr., at the party.

· She bought her car from Acme, Inc.

· Addresses 

· If there are two or more parts, use commas.

· Her address is 123 Main St., Henderson, NC.

· If the parts are joined by a preposition, no commas.

· She lives on Main Street in Henderson.

· Use with salutations (of a friendly/social letter) and closings

· Dear Sue,

· Sincerely, 

· Use a comma when you leave out words.

· The man walked quickly and the woman, slowly.

· Use a comma if the sentence is confusing.

· Unclear:
She studied French and Italian art.

· Clear:
She studied French, as well as Italian art.

· Read all sentences with the comma as a pause.  If the pause doesn’t make sense, don’t use the comma!

Dashes   – 
· Show an abrupt change of thought

· That movie was horrible – I can’t believe we watched it!

· Set off a dramatic interrupting idea

· Next Saturday – are you free? – you should come by for dinner.

· Set off a summary statement

· To be or not to be – that is the question.

· Set off an appositive (extra information), modifier, or parenthetical expression (inserted sentence) if

· it’s long

· A libertarian – someone who believes that the government shouldn’t interfere in someone’s life – is against Medicare.

· it already has punctuation (commas, question marks, or exclamation points)

· Some of our teachers – for example, Mr. Leak and Mr. Anderson – were married over the summer.

· The poet – who, unfortunately, refused to stop spreading his ideas – was thrown in jail.

· The selections in this class – are we only reading poems, fiction, non-fiction, and plays? – are from many different countries.

· you want strong emphasis

· Warren County’s football team did really well – 38 to 0!

· Your haiku – which was written so incorrectly that my dog could write it better – was disappointing.

· Short parenthetical expressions don’t need dashes.

· I will, I think, go.

· That was, they said, a bad idea.

· Only use dashes occasionally!!!!!!!

Parentheses  ( )

· Not as dramatic as a dash

· Use

· Set off asides and explanations when the info isn’t essential or when there’s more than one sentence

· Your trips (to New Jersey and the beach) seemed like a lot of fun.

· Your trips (your grandma went with you) were actually horrible.

· Set off numbers, such as a person’s birth and death

· Yuri Gagarin (1934-1968) was the first man in space.

· Odin (1), uno (1), un (1), and one (1) sound similar in most Indo-European languages.

· The median annual family income in Henderson is twenty-two thousand dollars ($22,000) a year.

· Set off letters or numbers in a series

· Please get these at the store: (1) milk, (2) cheese, and (3) pancake mix.

· Who earns more money: (a) an engineer, (b) a doctor, or (c) a waitress?

· Capitalization and punctuation

· Don’t use either with an interrupting phrase or single declarative sentence

· Your trips (to New Jersey and the beach) seemed like a lot of fun.

· Your trips (your grandma went with you) were actually horrible.

· Capitalize the first word and add end punctuation if the sentence is exclamatory or interrogative

· The falling paint can (Watch out!) landed on your head.

· If the complete sentence falls between two complete sentences, and capitalization and end punctuation

· I went to the mall. (It’s in Durham).  My brother went with me.

· In a sentence that includes parentheses, put the punctuation on the outside of the parentheses.

· I went to the mall (in Durham), and someone stole my purse.

· I went to the mall with my brother (who’s in town this week).

Hyphens    -

· With numbers

· Use when writing out compound numbers 21-99

· The class had forty-seven students.

· Use with fractions used as adjectives.
· I need one-half cup milk for the cookies.

· One half of the class did well.

· With word parts

· Use after a prefix followed by a proper noun or adjective.

· mid-September

· Use with all words with all-, ex-, self-, and -elect.

· all-star




· ex-wife

· self-addressed

· mayor-elect

· With compound words

· Connect two or more words that are used as one word

· merry-go-round

· off-season

· Connect a compound modifier before a noun

· grayish-blue car

· well-prepared meal

· The meal was well prepared.

· Don’t use with compound modifiers ending in –ly or with compound proper adjectives

· The badly damaged car sat in your driveway.

· The North American continent is diverse.

· Always check the dictionary when in doubt!

· For clarity

· If letters need to be separated

· co-op vs. coop

· if words need to be grouped a specific way

· a new car-buyer
vs. 
a new-car buyer

· At the ends of lines, put the hyphen on the first line!!

· Always divide between syllables

· sup-port

· in-tricate

intri-cate

· Divide between the prefix and root, or suffix and root

· mis-lead

ex-tend

re-ject

· hope-less

angri-ly

fif-teen

· Make sure no letters are alone

· WRONG:  a-lone
stead-y

· Try not to divide proper nouns and proper adjectives

· Divide a hyphenated word only at the hyphen

· …all-

…merry-

…merry-go-

star…

go-round…
round…

· Try to keep the whole word on one page

Semicolons   ;

· With independent clauses

· Use to join 2 independent clauses that aren’t already joined with a conjunction (and, but, for, nor, or, so yet)

· I went to the store, but it was closed.

· I went to the store; it was closed.

· Only join sentences that are related!!!

· Wrong:  
I went home; it snowed in Japan.

· Right:
I went home; I was tired.

· Use for similar sentence structure.

· Today it will rain; tomorrow it will be sunny.

· Use for contrasts.

· I dropped out of school; my brother made honor roll.

· Use with conjunctive adverbs (adverbial conjunctions).

· I went to the store; however, it was closed.

· She was suspended; as a result, she was grounded.

· Make sure there are TWO complete sentences!!

· To avoid confusion, use semicolons if there are already a lot of commas.

· At the zoo I saw lions, tigers, and bears from India; koalas, kangaroos, and wallabies from Australia; and sharks, jellyfish, and seahorses from the ocean.

· He borrowed my favorite CD, a live concert by today’s biggest pop star; but he returned it safely.

Colons :
· Use as introductory devices

· Use before a list, but NOT after a verb or preposition.

· I ate the following items:  cheese, fries, and apples.

· WRONG:  I ate:  cheese, fries, and apples.

· Use to introduce a long quote or a quote without the “he said/she said” expression.

· The speak began with these words:  “I am honored to be here today.”

· Use to introduce a sentence that summarizes the sentence before it.

· You gave me one piece of advice:  Do my work.

· Notice the capital letter!!!!

· Use to introduce a formal appositive following an independent clause.

· We watched an old movie:  Nosferatu.

· I missed one lesson:  vocabulary for the week.

· Special uses

· Time

· 5:15

· Periodicals 

· volume number: page number

· Southern Living 6:42

· Biblical references

· chapter: verse

· Ruth 11:16

· Subtitles for books, magazines, and movies

· Writing and Grammar:  Communication in Action

· Pirates of the Caribbean: Legend of the Black Pearl

· Salutations (greetings) in business letters

· Dear Sir:

· To Whom It May Concern:

· Labels used to signal important ideas

· Warning:  If you smoke, you die.

· Caution: Hot coffee may be hot.

Quotation Marks  “ ”
· Direct Quotation vs. Indirect
· Direct quotation = someone’s EXACT words.

· “Be quiet,” said the teacher.
· Indirect quotation = paraphrased words
· The teacher told us to be quiet.
· Capitalization

· Capitalize the first letter in a complete sentence in a direct quote.

· He said, “I’m tired.”

· If it’s part of a quote in the middle of the sentence, don’t capitalize.

· He said that he was “tired.”

· Punctuation

· Use a comma after a “he said/she said” expression.
· He said, “Hello.”

· Use a colon if there’s no “he said/she said” expression.

· He talked to us: “Hello.”

· Use a comma, question mark, or exclamation mark after a quote.
· “Hello,” he said.

· “Hello!” he yelled.

· “Hello?” he asked.

· Put commas on either side of an interrupting “he said/she said.”

· “Today,” he said, “I’m tired.”
· For two sentences, just use one comma.

· “Hello,” he said.  “Today I’m tired.”

· Put the comma, question mark, or exclamation point inside the quotes.

· “Hello,” he said.

· He said, “Hello!”

· Put colons and semicolons outside the quotes.

· He wanted “french fries and a soda”; she wanted “a side salad and water.”

· If the exclamation point or question mark isn’t part of the quote, put it outside the quote marks.

· Did you hear her yell “I’m failing”?

· Use new quotes for each speaker.

· If the quote is longer than a paragraph, put quotes at the beginning of each paragraph and at the end of the last paragraph.

· Use single quotes for a quote within a quote.
· She asked, “Did he say, ‘I’m tired’?”

Underlining and Other Uses of Quotes

· Underline or italicize long written works, media presentations, and pieces of art.
· Book:

Night by Elie Weisel

· Play:


Fiddler on the Roof
· Periodical:
Popular Science
· Newspaper:
Daily Planet
· Long poem:
Epic of Gilgamesh
· Movie:

Dangerous Ground
· Series:

The Simpsons
· Painting:

The Scream
· Sculpture:
The Thinker
· Album:

Frank Sinatra’s Greatest Hits
· Use quotes around titles of short written works, songs, and episodes.

· Short story:
“The Most Dangerous Game”

· Chapter:

“Introduction”
· Poem:

“The Raven”

· Essay:

“The Holocaust”

· Article:

“How to Organize Your Life”

· Song:

“Star-spangled Banner”

· Episode:

“Tree House of Horrors”

· Leave religious writings alone.

· The Bible, the Koran, the Vedas

· Book of Genesis

· Don’t do anything to government writings

· Declaration of Independence

· Patriot Act

· Treaty of Versaille

· Underline names of individual vehicles (not cars).

· Air:

Spirit of St. Louis
· Sea:

the Titanic
· Space:
U.S.S. Enterprise
· Land:
Polar Express
· Don’t underline “the”

· Underline foreign words not yet part of English

· That is verboten in school. [forbidden]

· We ate a croquet monsieur for lunch. [sandwich with eggs]

· Underline numbers, symbols, letters, and words used to name themselves.

· When I say three, stop talking.

· Is that a ? at the end of the sentence?

· She had a big fat F on her paper.

· She wrote the word English on her paper.

· Underline words you want to emphasize.

· Write at least ten sentences.

