Notes

English

Commas/End Marks


1. Periods at close of sentences

· Place periods at the close of declarative sentences and imperative sentences.

2. Periods in abbreviations

· Place a period after every part of an abbreviation (U.S.A.; T.S. Eliot)

3. Exclamation points

· Place these at the end of an exclamatory sentence and exclamations set off from sentences. (Go, team!)

4. Question marks

· Place these after an interrogative sentence or after quests. which are not complete sentences. (Has the class period ended?)

Commas

5. Introductory words

· 
Introductory words such as yes, no, well, why, and oh are followed by a comma (Yes, I will go with you.)

6. Introductory phrases/clauses

· Use commas to set off 1) participial phrases; 2) adverbial clauses; 3) sets of prepositional phrases; 4) single prep. Phrases - at the beginning if it has a natural pause when read. (1-Following the crowd, we came to a tent. 2-when the first guests began to arrive, we  were making sandwiches. 3- In the lane at the left of the field, the band was forming. 4- Before the game, the marching band put on a show.)
7. Transposed words and phrases

· Words and phrases moved to the beginning of a sentence from their normal position are set off by a comma. 

(We were naturally afraid. = Naturally, we were afraid.)
8. Appositives

· These are set off from the rest of the sentence by commas. (The speaker, a rocket expert, talked about space flights.)
9. Words of direct address

· These are set off by commas (Sally, will you please wait for me after class? You know, Brian, that this problem is really simple.)
10. Parenthetical expressions

· Words of phrases used to explain or qualify a statement is a parenthetical expression. Commas are used to set these off ONLY if when removed they do not affect the meaning of the sentence.  Has to interrupt. (Parenthetical: It was Sue, of course, who found us. Not parenthetical: Of course Brad was right. )
11. Dates, Addresses, Geographical names

· Dates and addresses of more than one part, set off every part after the first from the rest of the sentence. 


Mr. Lovell has a cabin near Boulder. (one part)


Near Boulder, Colorado, he has a summer cabin. (two parts)


My address is 235 Any St., Biloxi, MS 39530, if you need to reach me. (three parts)
12. Nonrestrictive modifiers

· Restrictive clauses point out the person or thing it modifies 

(The book that I want is Harry Potter.) These are NOT set off by commas; however, nonrestrictive clauses which just ADD MORE information MUST have commas.

 (Lineman, who are just as important to football success as the backs, seldom get any of 
the glory.
· NOTE: USE the word THAT to introduce restrictive clauses (ones w/ out commas) and WHICH to introduce nonrestr. (ones with commas)

 (NO COMMA:The farm that we passed yesterday.  COMMA:The farm, which has 
pumpkins as well, sells apples by the dozen.)
· NOTE: Participial phrases that identify or point out the thing or person they modify are restrictive, meaning they DON’T need a comma. (The woman standing on the chair is the conductor.)NO COMMA
· Note: NONRESTRICTIVE participial phrases ONLY ADD meaning; they can be dropped without affecting the sentence. (Climbing fast, we arrived at the top.)COMMA

13. Compound sentences

· Place comma before the conjunction that joins two main clauses in a COMPOUND sentence. (We must win this game, or we will be out of the running.)NOTE: if the clauses are VERY short the comma can be omitted: John arrived early but the train was late.
14. Series
· Commas are used to separate the parts of a series. Place a comma behind every part EXCEPT the final item. (Dogs, clowns, and children were mixed in a tangled mass.)
· DO NOT use a comma if all parts of the series are joined by and, or, or nor.

 (Milk or water or soda would have tasted good at this point.)
15. Coordinate Adjectives

· Commas are placed behind adjectives that modify the same noun. 

(The loud, irritating noise persisted.)

16. Clarity

· Use a comma to separate words of phrases that might be mistakenly joined in reading.


CONFUSING: Mom came back for the key was missing.


Clear:

Mom came back, for the key was missing.

17. Words Omitted

· Use a comma when words are omitted (left out) from parallel word groups.



Lana bought a stereo; Clint, a pile of C.D.’s. 

