What You Need to Know in Life to be WILDLY Successful!

Commas

	Lists

Adjectives (coordinate) 

The Oxford Comma (comma and for the last item in a series)

Joining two complete sentences (use a conjunction & put comma before)

Filing in gaps

Before direct speech

Setting off interjections

Use in pairs for an appositive or a nonessential expression

Introductory words & phrases

Direct address

Common expressions embedded into text 

Some adverbs 
	


Semi Colon

	· Between two related sentences where there is no conjunction (such as “and” or “but”) and   where a comma would be ungrammatical

· Comma fights (elements already containing commas)

· Linking words (however, nonetheless, also, consequently, hence) 

· Transitional expressions (at the same time, as a matter of fact)
	


Colon

	Lists

Formal quotations

Explanatory sentence

Formal appositive

Labels signaling important ideas

Preceded by a complex sentence 

Acts as a fulcrum between two antithetical statements

Set off sub titles

Separate dramatic characters from dialogue

Start of long quotations

Introduce examples
	


Apostrophe
	Noun is singular





A day’s work


Noun is plural






Two days’ work

Possessive pronouns





Someone’s 

Individual & join ownership




Ann’s and Jim’s answers

Possessive is plural, but does not end in “S”


The women’s movement

Indicates time or quantity




In one week’s time

Omission of figures in dates




Summer of ‘68

Omission of letters





I s’pose

Indicates non-standard English



‘sup

Irish names






O’neill

Plurals of letters





F’s

Plurals of words





Do’s and Don’t’s

In modern names ending in “S”- 

the “S” is required after the apostrophe









Keats’s poems

Exceptions: 
Names from the ancient world 

Achilles’ heel



Names that end in “iz” sound


Bridges’ score



Jesus





Jesus’ disciples




Miscellaneous

	Who/Whom

Raise/Rise

Lay/Lie

Fewer/Less

Among/Between

Compliment/Complement

Farther/Further

Affect/Effect

A lot/a lot

Loose/lose

Than/Then

Who/Which/That

Irregardless

Mischievous

Jewelry

Realtor

A while/awhile

Punctuation goes inside of the quote 

Unless it’s MLA ( “ blah blah blah” (10). 

	


