SENTENCE SENSE: PUNCTUATION

COMPOUND SENTENCE:  use a comma with a coordinating conjunction to separate independent clauses in a compound sentence. The coordinating conjunctions are and, but, yet, or, nor, for, and so (when it means therefore). (See “Sentence Sense” for a full discussion. 

Ex:  I was born in Maine, but my brother was born in New York.

Note: if the sentence has more than two independent clauses, place a comma plus coordinating conjunction between the last pair.

       
Ex: I will have coffee, Mary will have tea, Steve will have ginger ale, and Mary 



Ann will have ice water.

Note: you must use the comma and conjunction to separate pairs of independent clauses. Do not use a comma with a conjunction between pairs which are not independent clauses, for example, compound subjects, compound predicates, indirect objects, direct objects, or objects of a preposition.

      
 Ex:  My mother and my father will be glad to meet you.



(subject)


Sue laughed and cried at the same time.



      (predicate/verbs)


Rich gave Sue and Anne many compliments.




     (indirect objects)


Betsy likes popsicles and pretzels.




       (direct objects)


Jean can ride with me or my brother.




         (objects of a preposition)

COMPLEX SENTENCE: complex sentences contain both independent and dependent clauses. The types of dependent clauses and their order in relation to the independent clauses affect the placement of commas.
Adverbial clauses: when an adverbial dependent clause precedes the independent clause, place a comma between them. Do not use a comma when the independent clause precedes the adverbial clause. Review the Isadora Duncan rule in “Sentence Sense”.

Ex: While we wait for Steve to arrive, we can plan our route. D, I (dependent, 


 Independent)

Adjective/relative clauses: when an adjective (relative) clause is essential to the meaning of the sentence – that is, if the meaning of the sentence would change if the clause were left out – it is called a restrictive (or necessary) relative clause. It must not be separated from the rest of the sentence by commas.

Ex: People who are selfish do not make good friends.


Students who skip classes should be expelled.

Note: in these examples, the adjective clause restricts the subject to a group within the larger category. Not all people or students are meant in each of the examples. That is why the clauses are called restrictive or necessary.

Note: placing commas at either end of a clause or phrase indicates that the information could be left out of the sentence without altering its meaning.

Note: when the information in the adjective clause is not essential to the meaning of the sentence, and the meaning would not change if the clause were omitted, place commas at each end of the adjective clause. These clauses are called non-restrictive or unnecessary.


Ex: Cats, which some people find aloof, can actually be affectionate pets.

COMPOUND-COMPLEX SENTENCE: a sentence can be both compound and complex; that is, it can have two or more independent clauses as well as dependent clauses. To punctuate these longer sentences, consider each pair of clauses as a unit, and punctuate them as if they were the entire sentence. When you finish with one pair, take the second clause from that pair and think of it as the first clause in a pairing with the clause that follows it.

Ex: While I was searching for my lost glove, I found my missing boots, and I also 



 found my brother’s missing library book.

APPOSITIVE: sometimes a noun or noun phrase follows another noun to clarify its identity; this is called an appositive. The commas indicate this information is non-essential and could be left out.
Note: sometimes the appositive precedes the noun it clarifies. It is still set off by a comma. 


Ex: An excellent student, Marshall is applying to Harvard.

Note: you can figure out which word is the appositive in the sentence above by trying the sentence without the other word. Is it more likely the writer meant to write “An excellent student is applying to Harvard” or “Marshall is applying to Harvard”? The appositive is the less important word or phrase, and putting commas around it shows that it can be left out. The subject is much more important than the appositive, so you would not want to indicate that it should be left out.

INTRODUCTORY PARTICIPIAL PHRASE: a participial phrase is a phrase containing a verb which is being used as an adjective to describe the subject which follows it. It is not a clause, but it is set off from the clause which follows by a comma.

Ex:  Creeping up stealthily, the cat approached the bird.

Note: in such constructions, it is always assumed that the subject which follows the participial phrase is what is being described. Note the error in logic if the same sentence were written this way:


Ex:  Creeping up stealthily, the bird was approached by the cat.

Who is doing the creeping here? Be careful when you introduce a sentence with a participial phrase. Make sure the subject of your clause is the thing or person or idea being described by the participial phrase.

INTRODUCTORY PREPOSITIONAL PHRASE:  if your sentence begins with a short prepositional phrase, a comma is not necessary. If it is not short, or if you include more than one prepositional phrase, set this off from the rest of the sentence with a comma.

Ex:  After dinner let’s get some ice cream.


Ex:  After dinner at the Millers’, let’s get some ice cream.

Note: you do have some options. You can put in some commas for emphasis if you wish.

INTERRUPTER: often we begin statements with fillers, or we put fillers or interrupting phrases into our sentences for effect or to indicate context. Such interrupters should be set off with commas.

Ex:  Yes, I do love you.


Well, if you really want to, you can go.


I hope, however that you will come back.


You are, I suppose, familiar with the poems of Baudelaire.

SERIES OR LISTS: when you list three or more items in a series, separate the items from one another with commas. Place a comma plus a conjunction between the last two items.

Ex:
1.   nouns: 
I bought towels, sheets, a coffee maker, and dishes. 

2. proper nouns: 
Marcie, Greg, John, and Eric tried out for the play.

3. adjectives:     The performance was lively, engaging, and thoughtful.

Note: if the adjectives would not be logically joined by “and,” do not place commas between them.


Ex:  Sally wore a black velvet gown.

4. verbs:
I got up late, jumped in the shower, slipped on the soap, and bumped my head.

5. adverbs:
She danced gracefully, expressively, and effortlessly.

Note: if the items in a list go together as a unit, do not separate them with a comma.


Ex:  I asked for orange juice, toast, and ham and eggs.

Note: when a coordinating conjunction is included between each of the items in a list, do not included commas.


Ex:  We can go to France or Italy or Egypt.

DIRECT ADDRESS: When the person being addressed is called by name or title in the sentence, set off the name or title by a comma on each side.

Ex:  Please tell me, Mary Ann, where you bought that book.


Thank you, Officer; I’ll be more careful now.

QUOTATIONS: separate a short introduction from the quotation or a short interruption of the quotation by using commas.

Ex:  Heather asked, “Are you going to Florida soon?”


“I’d love to,” Karen replied, “but I can’t afford it.”

Note: paraphrased or indirect quotations are not separated from their introduction by commas.


Ex:  Steve said that he loved the play.

NUMBERS: when dates, pages, and other sets of numbers are closely placed in sentences, use commas to make clear distinctions between them.

Ex:   Since 1984, 35 people have checked this book out of the library.


Read pages 27-31, 35-38, and 42.

Note: use a hyphen to indicate all numbers between the numbers you have listed are included. Use a comma between numbers to indicate that numbers between them are not included.

NAMES AND TITLES: use a comma to set off a name or degree following a person’s name. Treat the information as you would an appositive.

Ex:   Marilyn Hargrave, D.D.S., is my dentist.


George Grella, Professor of English, spoke to our class.

ADDRESSES AND DATES: use a comma to separate each unit of information.

Ex:   On July 18, 1942, my parents were married.


Ex:   Julies’s new address will be 124 Bonneymeadow Lane, Buffalo, 


New York   14223.

SEMI COLON:

Compound sentence: Use a semi-colon to separate independent clauses in compound sentences.

Ex:   Jean finished first in the relay; her teammates cheered.

Note: if you choose to include a conjunctive adverb between your independent clauses, it is not a coordinating conjunction, and you must place a semi-colon in front of it and a comma after it.


Ex:   I didn’t want to babysit tonight; nevertheless, I accepted the job.

Complicated List: a semi-colon can be used between items in a list when those items themselves are accompanied by adjectives and phrases which might make it difficult for the reader to separate them.

Ex:  When my mother and I went shopping for school supplies, I bought two 

spiral notebooks with horses on the covers; three binders with pencil holders and built-in calculators; Hi-lighters in four different colors; a bag of blue pens; 500 pages of three ring college-ruled paper; a case of White-out; and a Barbie lunch box.

COLON:

Lists: use a colon to introduce a list. Always place the colon after the object of the verb. Do not place it immediately after the verb itself.

Ex:   In Hawaii I bought several souvenirs: a fake flower lei, a miniature model of 



Diamond Head, a Barbie doll in a hula skirt, and a CD of Hawaiian music.

Quotation: when the introduction to a quotation is itself a full sentence, place a colon before the quotation.

Ex:   Lady Macbeth tries to shame Macbeth into going through with their plan to 

murder the king: “Was the hope drunk/Wherein you dressed yourself? Hath it slept since?” (I.vii.39-40).

Business letter salutation: place a colon after the salutation in a business letter.

Ex:  Dear Admissions Officer:

Example:  when you introduce a point and follow it with an example to illustrate it, place a colon before the example.

Ex:   John gave Mary the best present he could think of: a bouquet of flowers.

APOSTROPHES: apostrophes are used to show possession and contradiction. In a few unusual situations they are used in plurals, but this is the exception, not the rule.
Possession: apostrophes are used to show ownership.

Ex:  The girl’s book fell on the floor. (Is it the book of the girl? Yes.)


Marty’s dog won Best of Breed in the dog show. (Is it the dog of Marty?)

Note: each of the owners in the sentences above is a single individual. When the owners are plural, the placement of the apostrophe can change.


Ex:   The girls’ books fell on the floor. (Were they the books of the girls?)


The Joneses’ dog won Best of Breed. (Was it the dog of the Joneses?)

Note: an apostrophe plus the letter “s” are added to show possession for a singular word; however, some words end in “s” already, and this can create some confusion.  A good rule of thumb is if the word is singular and has one syllable, add apostrophe plus “s”.  If the word is singular but has more than one syllable, just add the apostrophe after the “s”. If the word is plural and ends in “s,” just add the apostrophe after the “s.”  This applies to proper names as well as to general nouns.


Ex:   The boss’s office has a window.


Yeats’s poetry is very great.


Dickens’ novels are still popular.


Sophocles’ plays about the myth of Oedipus have influenced western 


thought significantly.


One boy’s sneakers were muddy.


Two boys’ sneakers were muddy.


The student’s proposal was discussed by the school board.


The students’ proposal was discussed by the school board.

Note: when some words change from singular to plural, their spellings change. You must keep this in mind when dealing with apostrophes.


Ex:   Our city’s problems will require time to resolve.


Many cities’ problems will require time to resolve.

Note: some words form their plurals by changes in internal spelling rather than by adding “s”. In such cases, possession is shown by adding apostrophe plus ”s”.


Ex:   One man’s myth is another man’s truth.


Many men’s clothing stores do alterations for free.


One woman’s act can benefit all humanity.


Susan B. Anthony was a pioneer in the struggle for women’s rights.

Note: some nouns remain the same in both singular and plural. In such cases, add apostrophe plus “s” to show possessive.


Ex:   The deer we saw was pretty.


The deer we saw were pretty.


We need to protect the deer’s habitat if they are to survive.

Note: our language comes equipped with possessive pronouns. These words show ownership. Do not add apostrophes to possessive pronouns. The possessive pronouns are his, hers, its, yours, ours, theirs, whose, mine.


Ex:   That house is his.


My favorite painting is hers.


Whose car is parked in our driveway?


The cat licked its paws.


The house that was robbed was theirs.

Contractions: apostrophes are used to show the missing letters when two words are contracted into one. Place the apostrophe where the letters have been dropped. This will not necessarily be where the words are joined.

Note: “it’s” means it is or it has. It does not mean belonging to it. The possessive pronoun “its” means “belonging to it”, and it does not have an apostrophe. Think of “its” as the equivalent of “his”. Just as you would not put an apostrophe on the “his”, so you must not put an apostrophe on the word “its” when you are using it to show possession.

Plurals: every rule has exceptions, and of course they confuse the issue.  Apostrophes are used to show plurals in certain circumstances.
1. Numbers: Form the plural of numbers or dates by adding apostrophe plus the letter ”s”.
Ex:
She always gets 90’s and 100’s on her reading quizzes.


The 1990’s will soon seem to be ancient history.

2. Letters:  When you refer to plurals of letters, add apostrophe plus the letter “s”.
Ex:
I had all A’s and B’s on my report card.

3. Abbreviations: When abbreviations are used as words, form their plurals by adding apostrophe plus the letter “s”.
Ex: 
The VIP’s were escorted through customs at the airport.



The CEO’s of the four major companies met in New York City.

4. Words out of context:  When you are discussing the use of a particular word, you refer to it in plural form by adding apostrophe plus the letter “s”.
Ex:
Your speech would be much more appealing if you left out all those “you know’s” and “like’s”.

A. Verbs: Third person singular verbs end in “s”. When these words are used, DO NOT add apostrophes to them. They are neither plurals nor possessives nor contractions. They just end in “s”.

Ex: 
Heather likes marshmallows.


My bird sings when the sun comes up.


This airline flies to Patagonia.

B. Review of apostrophe use: Please review the following examples of plurals, verbs, possessives, and contractions. Most plurals have no apostrophes, and no verbs have apostrophes. Many possessive forms and contractions require apostrophes.
1. Plurals – no apostrophes:

The students and teachers  are looking forward to vacation.

Many American cities need substantial urban renewal.

We watched the puppies playing on the lawn.

2. Verbs – no apostrophes:

Wendell plays the guitar well.

Sue scores more points than anyone else on the team.

My car pulls to the left when I drive.

3. Possessives – need apostrophes:

Karen’s mom is my math teacher.

We went to my grandma’s house for Thanksgiving.

The senators’ proposals were studied by the President.

4. Contractions – need apostrophes:

I would’ve called you, but I came home too late.

You shouldn’t worry about what Ted says.

We’re hoping to see Julie at the party.

