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Comma(,)
Use comma before a simple conjunction

linking two independent clauses:
1. Canadians watch America closely, but most
Americans know little about Canada.
2. Cowards never started on the long trek west,
and the weak died along the way.
3. In many countries the problem of “hidden
hunger” is hidden from victims themselves, so
there is no pressure for change.

Use the comma before a conjunction

linking the last two items in a series:
1. She loved life, liberty, and the happiness of
being pursued.
2. Last summer my brothers, my parents, and
I visited a busy, logging camp in north of
Iran.
* She checked my weekly sales, and asked to
speak with me.

* The speaker coughed, studied his notes, and, frowned.
Exceptions:
o Setting off a contrasting phrase:
She liked running her own business, but not working on
weekends.
o Setting off a word, a phrase, or a clause after the conjunction
using a pair of commas:
1. He answered the questions rightly, but, he sadly realized,
he had entered the answers wrongly in the answer sheet.
2. This is the third time I have called her, so, to my mind, he
must be busy not to be able to answer.

 Their size and speed can, if left unchecked, be

used to choke off competition.
 Obesity is, at its heart, the result of many
personal decisions.
 Shutting down the flow of information,
analysts say, is easy.

Use the comma after an introductory

phrase:
1. At the end of the meeting, the department
head thanked the members for their
attendance.
2. Unfortunately(,) last night’s thunderstorm
showed us that we still had more work to
do.
3. Throughout the 1930s, the number of
addicts remained about the same in both
England and the United States.

 Use the comma after an adverb clause:

1. Whenever it rains, the roof leaks.
2. Although money can not make you happy,

it can keep you comfortable.
3. Whatever the president wants, Congress
has a will of its own.
4. Even though I knocked loudly on the door,
the storekeeper would not open it.

 Use a pair of commas to separate non-

restrictive clauses or phrases:
1. Dorothy Straight of Washington, D.C., who
published her first book at the age of six,
was a remarkable child.
2. The town’s only library, which was built in
1850, holds over one hundred thousand
volumes.
3. My brother’s car, a 1979 Ford Fiesta, looks
like a gooey red marshmallow.

• Use comma with coordinate items in a

series:
1. Maples, oaks, and sycamores have been
afflicted.
2. Scientists are seeking to learn what is
causing the blight, how it enters the trees,
and whether it can be halted.
3. My father, my brother, my cousin, and I
wondered how many kinds of discarded
appliances might be thus revived.

Use comma to separate coordinate

adjectives:
1. A big, old, dilapidated house stood on the
corner.
2. Under the circumstances, only an
intelligent, discreet, and experienced
official should be assigned to the case.
3. Its owner always spoke in a low, husky
voice.
* His blue, deep eyes looked at me.

Use the comma to separate an absolute

clause:
1. The surgeon probed the wound, her hands
moving deftly.
2. Teeth chattering, we waited for hours in
the bitter cold.
3. The audience, many of them eagerly
waiting for the speaker to show up, were
greeted by bald, smiling man entering the
auditorium and mounting the platform.

Use the comma to prevent misreading:

1. On the left, walls of sheer ice rose over five

thousand feet into the clouds.
 Use the comma after a connector or to
separate the connector in the middle of the
sentence
1. The kitchen was drenched; in fact, an inch
of water covered the floor.
2. We were all in the gutter. Some of us,
however, were looking at the stars.

Use the comma with dates, addresses,

greetings, names, and large numbers:
1. On the afternoon of July, 1963, the fighting
began.
2. The return address on the letter was 23
Hockey street, Lexington, Kentucky 40502.
3. Tom, what on earth are you doing here?
4. Dear Mary, ; Dear father, ; yours truly,
5. Noam Chomsky, the American linguist,
revolutionized Linguistics in the late 1950s.

6. Antarctica is 5, 400,000 square miles of ice-

covered land.
7. Kazaeefar, Ali. ; Mareft, Hady.
Some exceptions:
 Never use the comma to separate parts of a
date beginning with the day
1. The atomic bomb was first dropped on 6
August 1945.
 Never use the comma to separate the number
of the street from the name of that street:
1. 15 Wall street, 55 Amsterdam Avenue

 Never use the comma to separate the name

of the month from the day:
1. October 22; Bahman 22; May 15
 Never use the comma before a zip code or
anywhere else in an address written out on
an envelope
1. 24 mechanic Street
Lebanon NH 03766
2. 35 Rosemount Avenue
Montreal Que. H3y3g6

Semicolon(;)
Use the semicolon to join two independent

clauses closely related in meaning:
1. Insist on yourself; never imitate.
2. Too much, perhaps, has been said of his
silence; too much stress has been laid
upon his nerve.

 Use the semicolon to join two independent

clauses when the second one begins with or
includes a conjunctive adverb:
1. Shakespeare's plays are four hundred years
old; nevertheless, they still speak to us.
2. Many of his characters resemble people we
encounter or read about daily; a few, in
fact, remind us of ourselves.

 Use the semicolon to emphasize the division between
items that include commas:
1. There were three new delegates at the meeting: Ms.
Barbara Smith from Boulder, Colorado; Ms. Beth
Waters from Omaha, Nebraska; and Mr. James Papson
from Greenwood, Arkansas.
2. Nutrition can be improved in all sorts of ways,
including by better sanitation, which reduces intestinal
diseases and enables people to absorb more nutrients;
by investing in smallholder farming, to increase dietary
variety; by vaccinating children against diseases; by
educating women to breastfeed babies for longer, to
improve immunity.

 use the semicolon before a conjunction to

join two independent clauses that contain
commas:
1. By laughing at our faults, we can learn to
acknowledge them graciously; and we can
try to overcome them in a positive, even
cheerful way, not grimly and disagreeably.

Colon(:)
o Use a colon after an independent clause to

introduce a list:
1. Success depends on three things: talent,
determination, and luck.
2. One morning I woke up to find out that
someone had taken all of my valuables: my
watch, my camera, and my money.

o Use the colon to introduce an example or an

explanation related to something just
mentioned:
1. The animals have a good many of our
practical skills: some insects make pretty
fair architects, and beavers know quite a lot
about engineering.
2. Your paragraph is poorly developed: it
lacks a reworded topic sentence.

o Use the colon to introduce one or more

complete sentences quoted from formal speech
or writing:
1. In the opening sentence of his novel, the
novelist says of his hero: “He was born with
the gift of the laughter, and a sense that the
world was ma.”
2. In his first inaugural address, Abraham
Lincoln asked: “Why should there not be a
patient confidence in the ultimate justice of
the people?”

o Use the colon to follow the salutation in a

forma letter:
1. Dear Mr. Ebadi:
2. To whom it may concern:
o Use the colon to separate hours from
minutes when the time of the day is shown
in numerals:
1. 8: 40
2. 11: 50

End marks: (., ?, ! )
Period or full stop(.)
 Use the period to end a declarative
sentence, a mild command, and an indirect
question:
1. The days are growing shorter, and the
nights are becoming cool.
2. Note her ways closely.
3. I wonder what she will do next.

 Use the period to mark letters or numerals

used in vertical lists:
1. Woven into the history of the world is the
history of its four great religions:
1. Buddhism
2. Judaism
3. Christianity
4. Islam

 Use the period to mark the end of some

abbreviations:
Dr. Boyle; 500 Fifth Ave. ; Kate Fansler, Ph.D.
Some exceptions:
Don’t use the period with acronyms, capitalletter abbreviations of technical terms,
abbreviated names of states, agencies, and
organizations:
NATO; ID; IQ; NY;

Question mark(?)
 Use the question mark to end a direct

question:
1. Must the problems of farmers be ignored?
2. To what agency can they go for legal aid?
 Use the question mark to indicate the
uncertainty within a statement:
1. Some exotic fish—pheasant under glass?—
was served at the banquet.
2. The host must have paid a lot of money(fifty
dollars?) for each meal.

Exclamation point(!)
 Use the exclamation point to mark an

expression of strong feeling:
1. What a spectacular view!
2. Impossible!
3. Horrible movie!
 Use the exclamation point to end a strong
imperative sentence:
1. Get the hell out of here!
2. Prepare the report in three days!

Dash(--/—)
 Use the dash to introduce a word, a phrase,

or a clause that summarizes or restates what
comes just before:
1. Teens, geese, and warblers—all migratory
birds—fly hundreds of miles each year.
2.Ideas—that is, opinions backed with
genuine reasoning—are extremely difficult
to develop.

 Use the dash to set off a series of specific items:

1. The wings of the natural extant flying

vertebrates—the birds and the bats—are direct
modifications of the preexisting front limbs.
2. The four giants of the internet age—Google,
Apple, Facebook and Amazon—are extraordinary
creatures. Never before has the world seen firms
grow so fast or spread their tentacles so widely.
3. The misery of lacking calories—bloated bellies,
wasted limbs, the lethargy of famine—is easy to
spot.

 Use the dash in a dialogue to indicate an

unfinished remark:
1. “You wouldn’t dare to—” Mabel gasped in
disbelief.
“But I would,” he said. In fact, I—”
“no!” She screamed.

 Use the dash to set off an interruption that

is important to the meaning of the sentence
but not grammatically part of it:
1. It matters not where or how far you
travel—the farther commonly the worse—
but how much alive you are.
2. Herding of animals—they include camel,
sheep, goats, and cattles—is the chief
occupation in Somalia.

Parentheses()
 Use parentheses to enclose words, phrases,

or complete sentences that offer a side
comment or help to clarify a point: (less
important)
1. Somalia chiefly exports live animals, hides,
skins, and clarified butter (it is known as
ghee).
2. In the 1970s, the Somali army invaded the
Ogaden (region of Ethiopia it borders
Somalia on the west), but was driven back
by Ethiopian forces.

 Use parentheses to enclose numerals or

letters introducing the items of a list:
1. Motherhood is in trouble, and it ought to
be. A rude question is long overdue: who
needs it? The answer used to be (1) society
and (2) women.
2. Woven into the history of the world is the
history of its four great religions: (1)
Buddhism, (2) Judaism, (3) Christianity
and (4) Islam.

 Use parentheses to enclose numerals

clarifying or confirming a spelled-out
number:
1. The law permits individuals to give no
more than one thousand dollars($ 1,000)to
any one candidate in a campaign.
2. Somalia is a country of over nine
million(9,000,ooo) people located on the
east coast of Africa.

Slash /
 Use a slash to indicate alternative items:
1. Every writer needs to know at least

something about his/her audience.
 Use a slash to mark off lines of poetry:
1. Shakespeare addresses his love: “ Shall I
compare thee to a summer's day?/thou art
more lovely and more temperate.”

Quotation marks (“ ”)
 Use double quotation marks (“ ”) to

enclose any words, phrases, or short
passages quoted from speech , writing, or
printed matter:
1. “Look before you leap” is particularly good
advice for divers.
2.“An agnostic,” writes Clarence Darrow, “is a
doubter.”

 Use double quotation marks to enclose the

words of speakers engaged in dialogue and
start a new paragraph each time the speaker
changes:
“How did the interview go?” Bob asked.
“It’s hard to say,” said Helen. At first I was
nervous. Then. I relaxed and spoke clearly. I
began to enjoy myself.”
“Well, it sounds as if you might get the job. If
you do lets celebrate.”

 Use single quotation marks(‘ ’) to enclose

a quotation within a quotation:
At the beginning of the class, the teacher
asked, “Where does Thoreau speak of ‘quiet
desperation,’ and what does he mean by this
phrase?”

Using quotation marks with other punctuation
 Use a comma to introduce a quoted

sentence with a phrase:
1. According to G. B Shaw, “Economy is the
art of making the most of life.”
 Use a comma or a colon to introduce a
quoted sentence with a clause:
1. June Callwood writes:/, “Canadians are not
Americans who live in a colder climate;
they are different people.”

 Use a comma to end a quoted statement

followed by a tag:
“It’s time for you to leave,” said Mimi.
Some exceptions: we do not use a comma if
the quoted statement ends in a question
mark or an exclamation point
“What’s your problem?” John asked.
“Get out!” she yelled.

 Use a period to end a quoted statement

that ends a sentence:
The governor stated, “I will not seek
reelection.”
 A closing comma or period goes inside the
closing quotation mark:
“Lack of self-confidence,” writes Ellen Willis,
“permanently damaged my self-esteem.”

 A closing semicolon or colon goes outside

the closing quotation mark:
The head of the union announced, “The new
contract is a good one for the government
and labor”; then she left the room. Later she
told reporters that the new contract “has
major benefits for women”: payment for
overtime, maternity leave, and seniority
privileges.

 A quotation mark or an exclamation point

that belongs to the quotation goes inside the
closing quotation mark; otherwise, they go
outside the closing quotation mark:
1. Who wrote, “What’s in a name?”
2. Suddenly he bellowed , “Get out!”
3. Should a 1 percent drop in unemployment
be called “a decisive sign of recovery”?
4. Though two hundred thousand workers
have lost their jobs in the past year, one
congressman calls the economy “robust”!

