English 3-4 CP/A: Summary of Punctuation/Mechanics Rules

The semi-colon 
Use between…
1. closely related independent clauses
2. independent clauses linked w/ a transitional expression (for example, however, etc)
3. items in a series containing internal punctuation

The colon 
Use…
1. after an independent clause + before a list, appositive, or quotation
2. b/w independent clauses if the second part summarizes or explains the first
3. after a salutation in a letter, b/w hours and minutes, to show proportions, b/w a title plus a subtitle, b/w the city and publisher in bibliographic entries.
4. avoid common misuses:  Don’t use b/w a verb and its object;  b/w a preposition and its object; after expressions like “such as,” “including,” “for example.”

The comma 
Use…
1. before a coordinating conjunction (FANBOYS—For, And, Nor, But, Or, Yet, So) joining independent clauses

2. after an introductory word group

3. b/w all items in a series

4. b/w coordinate adjectives not joined by “and” (try inserting “and” to test if they are coordinate)
5. to set off nonrestrictive elements

6. to set off transitional + parenthetical expressions, absolute phrases, and contrasted elements

7. to set off nouns of direct address, the words “yes” plus “no,” interrogative tags, and mild interjections
8. w/ expressions like “he said” to set off quotations
9. w/ dates, addresses, numbers and titles
10. to prevent confusion

The apostrophe

Use…

1. to show possession

2. to mark contractions and indicated omitted letters/numbers

3. don’t use with possessive pronouns: yours, his, hers, its, ours, theirs

Quotation marks

Use…

1. around direct quotes

2. single quotes for quotes within quotes

3. for article, poem, song, and short story titles

4. to set off words as words (italics also work for this purpose)

5. Use correct punctuation with quotation marks (periods and commas go inside Q.M., periods follow citations after quotes; longer quotes should be indented and without Q.M., etc.)

Other Marks
Use…

The period:

1. to end sentences

2. in abbreviations

The question mark:

1. for a direct question (polite requests may be followed by a period)

The exclamation point:

1. to express special feeling or emphasis

2. CAUTION: do not overuse 

The dash:

1. to set off parenthetical material that deserves emphasis

2. to set off appositives that contain commas

3. to prepare for a list, a restatement, an amplification, a dramatic shift in tone or thought

Parentheses:

1. to enclose supplemental material, minor digressions, and afterthoughts

2. to enclose letters or numbers labeling items in a series

Brackets:

1. to enclose any words or phases that you have inserted in an otherwise word-for-word quotation

The ellipsis mark:

1. to indicate that you have deleted material from an otherwise word-for-word quotation

The slash:

1. to separate two or three lines of poetry that have been run in to your text (use a space both before and after the slash)

The hyphen:

1. to use in a compound word (consult a dictionary when in doubt), e.g. “water-repellent,” “cross-examine,” “half-brother”

2. to connect two or more words together as an adjective before a noun, e.g. “a well-known actor”

3. in the written form of fractions and compound numbers from twenty-one to ninety-nine

4. with the prefixes “all,” “ex,” “self,” and the suffix “elect”

5. in some words to avoid ambiguity (re-creation vs. recreation)

6. to divide words at the end of a line—divide words between syllables

Capitalization:

1. proper nouns and words derived from them

2. titles of persons when used as part of a proper name

3. the first, last, and all major words in titles and subtitles (do not capitalize articles, prepositions, and coordinating conjunctions)

4. the first word in a sentence

5. the first word of a quoted sentence
6. the first word after a colon if it begins an independent clause may be capitalized

7. abbreviations for departments, agencies of government, organizations, corporations, radio and television stations

Numbers:

1. spell out numbers of one or two words or those that begin a sentence

2. figures are acceptable for dates, addresses, percentages, fractions, decimals, scores, statistics, exact amounts of money, divisions of books and plays, pages, identification numbers, and the time

Italics:

1. titles of books, magazines, newspapers, long poems, plays, films, TV and radio programs, musicals, paintings, choreographic works, comic strips, software, websites, names of spacecraft, aircraft, ships, and trains

2. foreign words used in English

3. words , letters, numbers mentioned as themselves

PAGE  
2

