Basic Rules for Using Commas and Semi-Colons
 

Comma Rules: 

1. Use a comma before the conjunction (and, for, but, or, nor, so) that joins the two independent clauses in a compound sentence. 

Examples: I like working outside, and I also enjoy reading. 

                   He got out of school early, so he took a nap. 
  

2. Use a comma after relatively lengthy introductory phrases or dependent (subordinate) clauses. It is important to note that a comma should not be used when the clause or phrase comes at the end of the sentence as illustrated by the third example. 

Examples: In order to be successful, one must learn to write well. 

                  After she learned the rules for using commas, her grades improved. 
  
                  Her grades improved after she learned to use commas correctly. 

3. Use commas to separate items in a series. Be sure to insert a comma before the conjunction that precedes the last item unless your teacher or style manual specifically tells you to exclude them. 

Example: Amy ordered two hamburgers, a Coke, and a large order of fries. 

4. Use commas before and after non-essential elements (parts of the sentence providing information that is not essential in order to understand its meaning). 

Example: Horace Mann Elementary, which is the smallest school in the district, enrolls only 160 students. 

5. Use commas between coordinate adjectives (of equal importance) that modify the same noun. Do not separate adjectives of unequal importance. A good way to determine if the adjectives are of equal importance is to reverse them in the sentence. If the sentence does not read well after the reversal, do not use a comma between them. The second example below clearly illustrates this point. Reversing the adjectives (blue big eyes or red bright hair) simply doesn't work! 

Examples: By the end of the game, the field was a slippery, wet mess. 

                   Her big blue eyes and bright red hair made her strikingly beautiful.  

6. Use commas to separate the elements of dates and places. 

Examples: The date was June 12, 1999. 
                    
                   He was born in St. Cloud, Minnesota. 
  
7. Use a comma before a direct quotation. Also, as shown in the example, commas (and periods as well) go inside the quotation marks. 

Example: When asked if he had studied for the test, Paul replied, "Only a little," and his grade showed it! 
  
8. Use commas before and after words and phrases like however and never the less that serve as interrupters. 

Example: Adam did not like math.  He was, however, very successful in his math classes. 

Semi-Colon Rules: 

1. Use a semi-colon in place of the comma and conjunction to separate the two independent clauses in a compound sentence. 

Example: I like working outside; I also enjoy reading. 

2. Use a semi-colon before the conjunctive adverb (such as however and therefore) that joins two independent clauses. Be sure to put a comma after the conjunctive adverb. 

Example: I like working outside; however, I also enjoy reading. 

3. Use semi-colons to separate elements in a series if they contain internal punctuation. 

Example: On his fishing trip, Jeff caught rainbow, brook, and lake trout; large-mouth, small mouth, and white bass; and a few northern pike. 


Practice

Use commas to set off nonrestrictive elements, parenthetical expressions, transitional connectives, and contrasted sentence elements in the sentences.
Insert all necessary commas in the following paragraph:

Once upon a time there was a small boy who loved to tell tall tales.  Because of this behavior nobody ever believed a word he said.  Therefore it was no surprise that nobody listened one day when he cried “My pop’s barn is on fire!”  Everyone in the village laughed at the excited youngster as he begged and pleaded for someone to follow him.  After a few minutes one woman became concerned.  She asked her companions “Should we see if the barn is really burning?”  At that moment someone spotted smoke.  Immediately the villagers jumped on their horses and headed to the liar’s farm.  Sure enough what he said was true.  With great haste the villagers formed a line to help extinguish the flames.  Luckily the boy’s father has already saved the animals.  This frightening incident convinced the child that lying was a terrible habit.  Shortly thereafter he found new ways to amuse himself: singing drawing and fishing.  Let this true story serve as a warning to all inclined to tell tall tales: nobody believes a fibber.  Each person therefore should find amusement in harmless activities. 

Complete the sentences below by correctly inserting commas and semi-colons. 
  

1. Andrew Mark and Eric all play on the varsity basketball team. 

2. Monica was very disappointed in her performance she was never the less a gracious loser. 

3. Although I have never been to Mexico I have always wanted to travel there. 

4. Jason who is the youngest in the family was born August 12 1988. 

5. Alisson didn't feel well however she came to school anyway. 

6. It was a hot windy day but I still spent the afternoon working in the garden. 

7. When she asked if he was hungry Joe replied "I'm starved" 

8. I planted shade evergreen and flowering trees short tall and medium shrubs and red yellow and white roses. 
  

  Complete the sentences below by correctly inserting commas and semi-colons. 

1. Although Erica was exhausted after her cross-country meet she never the less got up early the next morning. 

2. Robin wanted to stay however she knew her parents would not like it if she did. 

3. Heather enrolled in calculus French history and AP English. 

4. Mr. Thomas glanced at Mike who appeared to be sleeping and said "I sure hope I'm not keeping any of you up past your bedtimes." 

5. The Silver Maple is a tall graceful tree but its wood is soft and it is susceptible to wind damage. 

6. During the last three summers Juan has worked at Burger King Wendy's and Sears. 

7. Kendra never liked dogs she preferred to own a cat. 

8. Nick who was trying to pretend he didn't care became so flustered that his bright red face gave away his true feelings.    

Capitalizing Correctly

As you copy the following words and expressions, capitalize them as you would if you were using them within sentences. Prepare to give a reason for each capital.

A. 1. aetra electric company 

2. dr. alexander fleming 

3. an inn in the adirondacks 

4. summer or winter 

5. thursday evening 

6. mercury, jupiter, and the sun 

7. from september to april 

8. moosehead lake 

9. an ancient egyptian tomb 

10. a stadium in south bend 

11. west point on the hudson river 

12. french, algerba, and spelling 

13. bedford motel on north road 

14. olivera street in los angeles 

15. battle of okinawa 

16. annapolis maryland 

17. bay shore junior high school 

18. a junior high school in bay shore 

19. the first five books of the bible 

20. genesis, the first book in the bible 

Capitalization

Capitalize the following sentences. If you omit a needed capital or insert a capital that is not needed, the sentence is wrong. (Number of correct sentences = Score)

1. the united nations charter was signed in san francisco, california in june, 1945. 

2. my brother has applied for admission to several local colleges, but he hopes to attend northeastern university. 

3. new england's important waterway, the connecticut river, rises in northern new hampshire, two hundred yeards from the border of canada. 

4. carl said, "yes, i am going to be a lifeguard at winter pond again this summer." 

5. does edison junior high school have a football field, or does your team use the high school stadium? 

6. the normans conquered the english forces under king harold at hastings, in the southern part of england. 

7. what line from shelley's poem ode to the west wind is most frequently quoted? 

8. on the first day of winter my aunt closes her house in the north and goes to a hotel in the south until spring. 

9. the battle of iwo jima was fought during world war II. 

10. members of the hobbies club and the camera club prepared the program for tuesday's assembly. 

Capitalization

Capitalize the following sentences. If you omit a capital that is needed or insert a capital that is not needed, the sentence is wrong. (Number of correct sentences = Score)

1. the oak knoll playhouse, on the corner of walnut avenue and oak street, will open on the fourth of july and close on columbus day. 

2. during her vacation in new orleans, louisiana, last winter, miss rachel s. lane, home economics teacher at browne junior high school, discovered some interesting creole recipes. 

3. the monroe doctrine was first formulated in president james monroe's annual message to congress on december 2, 1823. 

4. christopher beal is majoring in history at harvard university. 

5. amelia recommended window on the sea, but i chose stars above. 

6. one of the new science teachers in our junior high school is romanian. 

7. by 1951 various indian tribes of the west, sough, and southwest had demanded payment for three fourths of the continent from the indian claims committee. 

8. a substance to replace damaged bone was developed by dr. fredlosee at the naval research institute. 

9. phil answered, "alderney, guernsey, and jersey, three islands off the coast of france, are famous for their cows." 

10. in 1786 the methodists organized the first sunday school in the united states. 


Using singular and plural words correctly

Describing single persons or things

Directions: In the sentences below, underline any incorrect singular or plural word. Then write that word correctly.

EXAMPLE: A slip-on shoes is sometimes call a loafter. shoe
1. Each persons in the class felt uncomfortable. 

2. Every days of my life I begin a new adventure. 

3. One days Sam will probably get all of the answers right. 

4. After the show some people stood around talking to each others. 

5. Add the liquid slowly, a spoonful at a times. 

6. If you follow each direction carefully, you will be able to make your own dress. 

7. As the result of a long training periods, he became skilled in the sport. 

8. A bed is one of the most important item in a house. 

9. My club has members from every kinds of background. 

10. Sometimes life in the army can be very exciting for a certain groups of people. 


Locating words that should be plural

Directions: The sentences below have words that are used incorrectly. Underline any of these words that you find. Then write each underlined word correctly.

EXAMPLE: I tried to enroll in that course three time. times
1. I prefer American cars over all other on the market. 

2. Three week later than I had planned, I left for New York. 

3. Holiday time was busy, with plenty of thing to do. 

4. To get to school very easily, follow these few simple direction. 

5. Almost every Saturday night, I really enjoy attending dance at private clubs. 

6. My sister has so many clothes that she has trouble choosing which of her dress to wear. 

7. Being with my friends makes my weekend happy ones. 

8. Playing cards with other student in the cafeteria is fun for me. 

9. Four ambulance took the injured passengers to the nearest hospital. 

10. Sometimes babies don't like to wear shoe. 

Describing more than one person or thing

Directions: In the sentences below cross out the word (in parentheses) that incorrectly names persons or things. Then write the correct word.

EXAMPLE: That tablet now costs ninety-eight (cent, cents) cents
1. I've tried to work that arithmetic problem at least five (time, times). 

2. All of John's (friend, friends) feel the same way about the problem as he does. 

3. Night club singers often include a sad (song, songs) in their acts. 

4. On many (occasion, occasions) women have been forced to accept lower wages than men are paid for the same job. 

5. College classes sometimes include a few older (student, students). 

6. We can't expect to be right at every (period, periods) of our lives. 

7. To make that blouse you will need five (yard, yards) of material. 

8. (Sometime, Sometimes) the work is just too difficult. 

9. People laught at some of Jane's (excuse, excuses). 

10. After a few weak (attempt, attempts) at studying, Bill gave up and went out with his friends. 

Locating names of persons and things that have special plural forms

Directions: In the sentences below cross out the word (in parentheses) that incorrectly names persons or things. Then write the correct word.

EXAMPLE: Our living room is twenty (foot, feet) wide. feet
1. Being cruel to (childs, children) is called child abuse. 

2. The kinds of work some (womans, women) can do is limited by law in some states. 

3. Usually Marvin finds it very easy to carry on conversations with other (mans, men). 

4. Somethimes high-school (freshman, freshmen) outnumber the seniors. 

5. He couldn't believe his eyes when he passed a (women, woman) working on the road-building project. 

6. Dentists usually advise people to brush their (tooths, teeth) carefully at least twice a day. 

7. Usually the (foremans, foremen) at large industrial plants have authority over some other employees. 

8. Every fall many (goose, geese) fly over our area on their way to marshy lands farther south. 

Review

Directions: Copy the paragraph below, correcting any errors in the words that name people or things.

Several thing in my high-school career pleased me. Many of the class were pleasant as well as informative. Almost every teachers was helpful and interested in each students. Only a few peoples ever had any real trouble with classwork. The assembly program were usually entertaining and interesting. After schools all kind of sports activities were held. There were even several other kind of different thing to do. One of the nearby school opened its pool to permit different age group to swim at different times. Maybe I didn't like school all the times because I couldn't decide whether some young man or woman were there to study or to play. 


Periods, Question Marks, Exclamation Points, and Quotation Marks

Supply all necessary punctuation. If a sentences is correct, write C in the space provided.

_______ 1. Will you please give me a copy of the report. 

_______ 2. I wonder if Sam is in Nebraska 

_______ 3. Take out the trash 

_______ 4. The geraniums will bloom in two months 

_______ 5. Leroy L. Jones, Ph D, was elected president 

_______ 6. Mr. and Ms Chingachgook will be at the banquet 

_______ 7. Carmine has joined the WAVES 

_______ 8. CBS has scheduled several new programs for the fall. 

_______ 9. Margaret asked, "When will you be in New York" 

_______ 10. No she yelled 

_______ 11. Freda asked, "Is your mother home" 

_______ 12. "Stop where you are Karen yelled. 

_______ 13. Come to see me 

_______ 14. The wild flowers in the Southwest are beautiful in the spring 

_______ 15. I wonder if Bob will arrive on time 

