	Comma Punctuation in Writing


	COMMA: 
Commas are used to separate thoughts within a sentence allowing the reader to mentally pause and assimilate the full meaning of the sentence.  The misuse of commas can alter the entire meaning of sentences.  

The comma is used 

a)      To set apart words in apposition.  Appositives are words that identify or define other words.
  Example:
        Mr. Smith, our manager, will be there.

 * Do not separate compound personal pronouns from the words they emphasize.
  Example:
        Jane herself will take on that project.  

b)      To set apart titles written after a person’s name.
  Example:
         John Smith, Ph.D. is the professor taking over that area.

 *  A comma may or may not be used before and after Jr. and Sr. following a name
   Examples:
         -  John Smith, Jr., will be the successor to his father’s corporation.
         -  John Smith Jr. will be the successor to his father’s corporation.



* Omit periods and commas before and after II, III, and IV with names

c)       When setting apart the year from the month and the day in a sentence.
   Example:
           We’ve had to reschedule the fundraising event, which will now be held on June 15, 2006

d)      To separate successive nouns and adjectives in a sentence.
  Examples:
        -  Please don’t forget to bring pens, pencils, paper, and envelopes.
        -  We’re going to need balls, helmets, markers, etc., for the tournament.  

  * A comma is used before the final ‘and’ in a list of three or more items  

e)      To introduce spoken words.
  Example:
       Mr. Smith said, “Do not charge service fees on the Dawson account.”

 
f)      After the salutation and complimentary close of a personal or informal business letter.
  Example:
      Dear John,           Best regards,

g)      To coordinate adjectives as qualifying words preceding a noun.
  Example:
      We want it to be a clear, simplified, informative presentation.


 * Don’t use a comma between two adjectives preceding a noun if the adjectives are too closely related to be separated: 
   Examples:
        -  It’s an attractive quaint little motel along the shore.
        -  The reasonable additional cost for this perk is acceptable.



h)      To separate the name of a person that is addressed from the rest of the sentence.
  Example:
      We welcome you, Jane, as the newest addition to our team.



i)        To set off a contrasted word, phrase or clause.
  Example:
       A better way to get cooperation from your team members is by asking, not telling. 

j)        To set off a transitional word or expression when a pause is needed for clearness or emphasis. 
   Examples:
          -  Therefore, this matter must be dealt with as quickly as possible. 
          -  Indeed, it was a success.
          -  As was intended, the focus turned to costs.

  *  Do not use a comma when such words, phrases and clauses do not interrupt the thought or required punctuation for clearness.
     Examples:
            -  The board therefore voted unanimously in favor of the acquisition.  
            -   It is indeed surprising that that they lost the contract.
            -  That decision in this case was expected.

k)       To follow words such as yes, no, well when one of these words is at the beginning of a sentence.   
   Examples:
          -  Yes, we expect him to arrive this week.  
          -   Well, this is the case so we must implement plans to offset the losses.



	

	Hyphen Punctuation in Writing


	HYPHEN:
The proper use of hyphens in compounded words and phrases.  



A hyphen is used:

a)      To compound words which will form a compound adjective that precedes a noun. 
  Examples:   
      first-rate service         one-man job       up-to-date fashions



  When the compound adjective follows the noun, it is not generally hyphenated.
  Example:

  The service they provide, first rate and consistent, will be what turns that company into a success. 

b)      To compound numerals. 
  Examples:   
         thirty-five           forty-second           twenty-six hundred

   And compounding numerals with other words.
   Examples:   
         Ten-foot post     twelve-o’clock lunch break        50-yard dash      

c)       In certain compounds made up of nouns and prepositional phrases. 
   Examples:   
         Mother-in-law          hand-in-hand             off-the-cuff  

d)      In titles compounded with ex and elect.
   Examples:   
          ex-wife          ex-Governor             President-elect 

e)      In compounds made up of prefixes joined to proper names.
   Examples:   
        mid-September          anti-American              un-American 

f)        To distinguish words spelled alike but differing in meaning.
   Examples:   
      re-count,  to count again             re-cover,  to cover again 
      recount,  to relate in detail          recover,  to regain

g)      To eliminate the confusion where vowels are doubled in combination with a prefix. 
   Examples:   
        co-owner               semi-independent              

  *  Exceptions to this rule are the words cooperate and coordinate along with their derivatives.
h)      Generally in words compounded with self as the prefix. 
   Examples:   
        Self-confidence             self-worth              self-reliant             

  * Do not use a hyphen in the word selfless or in pronouns compounded with self; as in, myself, itself, herself, etc.


	

	Quotation Marks Punctuation in Writing


	QUOTATION MARKS:
Using quotation marks properly as punctuation in written works.


Quotation marks are primarily used to indicate:

a)      Direct speech. 
  Example:   
      “Will you have them send over the contracts now please?” asked Mr. Jones. 

*  All other punctuation marks in the sentence are placed inside the quotation marks with the exception of semicolons and colons.
  Examples: 

      “Please begin your presentation whenever you are ready,” the chairman told him.
       (Statement)



      “What are the new hours of operation?” Harry asked.
        (Question)



      “They just all stopped working and walked out of the plant!” exclaimed the supervisor.
        (Exclamation)

* Semicolons and colons, are placed outside the quotation marks.
  Example: 

      That’s when she gave up those small acting parts as “queen of commercials”:  she paid her dues. 

b)      A quotation within a quotation.
 Use single quotation marks to enclose a quotation within a quotation.
  Example:
      “I specifically remember he asked, ‘Which lever will slow it down?’ when I showed him how to operate the machine,” said Joe.
 

c)    To set off from the context any quoted or emphasized word or phrase.
  Example:
       With a “deer in the headlights” look on his face, John just stared out across the audience. 

d)      To indicate ironical use of words.
   Example:

      Everyone at the barbeque party “borrowed” my sunscreen lotion until it was all used up.



	


