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L. COMMAS

How to (ce Commas




Commas Change Meaning

- The old lady collected all sorts of things: silver, paper,
hats, and clocks.

+_The old lady collected all sorts of things: silver paper,
hats, and clocks.

- The old lady collected all sorts of thir
hats and clocks.

How are these sentences different? _4__ :
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Use a comma before a coordinating conjunction
. that separates two independent clauses.

. The child agreed, but the parent objected.

— - et I ——— U — e

. Time flies when we are having fun, and we
—_are always having fun.




Use a comma after introductory words, phrases,

or clauses.

. Yes, | do need that repo—rt.

. To apply for this job, you musthave

—previous-experience. —




Use commas to set off elements that interrupt or
add information in a sentence.

. | am, as you have probably noticed, very
nervous about this.

. Mary, who has a three. ledren,_czanngtgg;
thls Saturday —




OTHER IMPORTANT USES OF COMMAS

(ict of worde Break vp numbers into  Ingide quotation marks
thousands
- We will need - “We are
~hammers, 1999 = leaving
nails,anda __ tomorrow,”
saw. 0000 - 3435234 =~ saidMike.

e e e

. The streetwas - 23,432,975, . “The boys are
_ filledwith 324 fine’sighed

angry ——the babysilter——
_protestors,
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OTHER IMPORTANT USES OF COMMAS

Before or currounding the name or B Dates
title of a percon directly addresced. They met on February
14, 2021.
- Alisha, will you help with et
theparty? - Ifyouomitany part of the
... date,donotuse a
- Yes, Doctor, | will. comma.

- They met in February
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J . SEMICOLONS

How to (Jce Semicolons

IFA SEMIBﬂlﬂN IS. US*IIA[[Y lIlST
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USE SEMICOLONS TO SEPARATE TWO COMPLETE SENTENCES NOT
JOINED BY A COORDINATING CONJUN(CTION.

. Call me tomorrow; | will give you my
answer then.

: _Corals grow very sIowa the Creatlon ofa




3. PARENTHESES ()

| How te )se Parentheses




~ He finally answered (after taking five

USE PARENTHESES TO ENCLOSE WORDS OR NUMBERS THAT CLARIFY OR
ARE USED AS AN ASIDE.

. | expect six hundred dollars ($600).

__minutes to think about it) that he did not
understand the question.

(Parentheses chow less importance than commas.)
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PERTODS 6O INSIDE THE PARENTHESES ONLY IF AN ENTIRE SENTENCE

15 ENCLOSED.

. Please read the analysis (I enclosed it as

attachment A.).
_- Please read the analysis (attachmentA).



k. APOSTROPHES

_ How to (e Apostrophes §




lsmotismt

_ - Shewould/shed

APOSTROPHES ARE USED TN CONTRACTIONS WHERE THE LETTERS HAVE

BEEN LEFT OUT.

. Do not/ don't

- You have/ you've




AN APOSTROPHE SHOWS POSSESSION.

Singular Possecsive Novngs Plural Pocsescive Nouns
- One woman’s hat - Children’s money
- Ms. Chang’s house - Diplomats’ cars
- Driver'sside - Joyceand Greg’s
- Lois’'ssister  ~~ _computer

- Marx’s teachings




NOTES ON APOSTROPHES

With singular compound nouns, the  Omit the apostrophe when writing

¢ qoes ot the end of a word plural nombers and abbreviations

- My 31ste£ mlaWiqulJts___ - Figure8s |
7 | . The1900s
_ﬁ,_Eour_-IOUs e




NOTES ON APOSTROPHES

Do not vse an apostrophe with [he only time an apostrophe is used
possecsive pronouns. with ‘its” ic when it is the
contraction for it is.
- Possessive Pronouns: ——
his, hers, its, theirs, ours, - It'saniceday.
SRVl ] s=C8Y Vo Y- NI EEEIEIae

- These already show SRS DO =

L PDOSS OSSO el ittt e ettt




——

—

—

SRRy

). CAPTIALLZTION




CAPTTALLZE THE FOLLOWING:

First word of a quofed Proper Nouns Person ¢ title preceding
cenfence the name, but as a
description following a
- Hesaid, @~ - GoldenGate = name e
“Treat heras  Bridge RSNy S
_youwould - Dr.Mike
your own Enger will
daughter.” s Dbl speak at the
el el _____conference.
ol - s 2 Mike Enger,a

___doctor, will

nracant a



CAPTTALLZE THE FOLLOWING:

Titles when uced as a The first, last, and In lefters, capifalize

direct address major worde of fitles. the word of the
calutation and cloging
- Willyouecast i
avote, - The - DearMs.

_Senator?  Declarationof = Mohamed:
Independence - My dear Mr.
. Sanchez,
+Donot . Yourstruly,
capitalize.a,. .
an.the butl. . st

~ae 1F anmd Ar




DO NOT CAPTTALLZE:

. Names of seasons (winter, fall, summer,
spring)

. Common nouns (cat, dog, house— <
park) 3
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