Punctuation?!

A quick guide to common punctuation

.

Period

Use a period to end sentences.
•

I need to go grocery shopping.

Use a comma with a coordinating conjunction to join two independent clauses.
Remember: coordinating conjunctions are FANBOYS (For, And, Nor, But, Or, Yet, So)
• I need to go grocery shopping, but I would rather watch television instead.

Use a pair of commas to distinguish clauses, phrases, or words that
are not essential to the sentence.

Tip: If you were to remove the words between the commas, would the sentence still
make sense? If so, then you have probably used commas correctly.
• There is a marathon of my favorite show, The Office, on television.

,

Use a comma after an introductory word, phrase, or clause.

Comma

Introductory word:
• Nevertheless, I need to go grocery shopping.
Introductory clause:
• Even though my favorite show is on TV, I still need to go grocery shopping.

Use a comma before a contrasting thought or an afterthought.
•

Buying organic produce is important to me, far more important than to my
roommate.

Use a comma to separate dialogue or quotations.
•

“I’m leaving to go to the store now,” I told my roommate.

Use a comma to separate short items in a list.
•

I need to buy milk, bread, eggs, and some fruit.

Use a comma for addresses and dates.
•
•

September 7, 1988
Tempe, AZ 85281

Do not use a comma between a subject and its verb!
Do not use a comma if you do not know why you are using it!
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Punctuation
Use a semicolon to separate large items in a list.

;

Semicolon

:

Colon

•

I need milk to drink with my cereal; bread to make sandwiches; eggs to make
breakfast; and some fruit, because fruit is healthy.

Use a semicolon to join two related independent clauses without a
conjunction.
Remember: A conjunction is a joining word, such as and, but, or yet.
• There are many shopping carts scattered in the parking lot; I am worried that
one of them will hit my car while I am shopping.

Use a colon before you start a list, a quotation, or another idea directly related to the previous clause.
•
•

These are the fruits I am looking for: bananas, peaches, and oranges.
I know what you’re thinking: I should probably buy vegetables, too.

Use quotation marks to separate dialogue.

Quotation
Marks

“”

•

“Would you like to taste some grapes?” the employee in the fruit section asked
me.

Use quotation marks to indicate exact words that you have quoted from
another source. ALWAYS cite your sources!
Use quotation marks around shorter works, such as short stories, poems, or
titles of chapters.
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