END PUNCTUATION

A.    Period  (.)

B.  Question Mark  (?)   

C.  Exclamation Point (!)

A. 1.  Period at the end of the sentence

2.  Period with abbreviations

          ex.  Mr.   Etc.  R.S.V.P.

          *Don’t use a second periods if the abbreviation is at the end of the sentence.

          *Periods not needed after certain common abbreviations or names of well-known companies,  agencies, organizations, and the state abbreviations used by the U.S. Postal Service.

               Ex.  NAACP  NBA   NATO   CIA  VT (states)  NFL TV  IBM

3.  Periods that follow quotations go inside the quotation marks  (“  “)

           ex.  As she said, “No one is too old to try something new.”

4.  If there is a reference to a source, put the period after the reference.

     ex. Vance states,  “  …………………”(167).

5.  If words are omitted in a quotation, use three periods (ellipsis) to signal the omission.

           ex.  Ferguson stated, “ If we do not begin the process, we will all work . . . at the gas stations.”

B.1.   Question marks at the end of a sentence

2.   Question marks inside quotation marks if  it is a direct quotation

          ex. “Do you have a copy?” she said.

3.   Question marks outside of quotation marks if it is an indirect quotation

           ex. She asked if you had another copy of the worksheet.  (Indirect quote)

    4.   Question marks inside the quotation marks if the question belongs the quotation

           ex. of ? on outside ……Did Alice say,  “Get lost!”?

           ex. of ? on inside………Mark questioned , “How do you locate the specific location?”

5.   Question marks in a series

          ex.  Would you prefer to stay at school? go home?  get milk?

C.1.   Exclamation mark at end of sentence

           *use after strong  commands, statements with great emphasis, interjections, sentences intended to express surprise, disbelief, or strong feeling

            *Don’t overuse.

            *Don’t use more than one.

            *Don’t combine with other end punctuation.

               Ex. Is he for real!?!???!!!!!!!        

               Ex. Wow!  What a great party!  This is great!  Great!!!!

COMMAS

Independent clause, coordinating conjunction  independent clause.

                                           and       for       nor

                                           but   yet      so   or

        *Hint:   FAN   BOYS     (ForAndNor    ButOrYetSo)

Independent clause; connecting word, independent clause.

        *Connecting words:  however, thus, consequently, therefore, moreover, then

3.    Comma is needed after introductory words, phrases, and clauses that come before the main clause

        *Introductory words:  yes, no, however, well, in fact, first

                                           phrases with  -ing  verbals

                                           -ed verbals

                                           long prepositional phrases (4 or more words)

        *ex. Having finished my work, I left the room. (-ing verbal)

               Tired of never having money, she took a job on weekends.  (-ed verbal)

               To get a seat close the stage, you need to arrive early.  (to +  verb)

               In the middle of a long movie, I ate popcorn.   (long prepositional phrase)

         Note:  Introductory clauses include dependent clauses that begin with adverbs

                    After…  although….. as…….because…if….since…when….while….

                    ex. While I was eating, the cat scratched the door.            

         Note:  Use commas after introductory clauses, phrases, and words in the following cases:

                        -if introduction is long  (5 or  more words)

                       -if a distinct voice pause

                        -if necessary to avoid confusion

Non-essential word groups require a pair of commas.

        *ex.  No one, however, wanted to tell her.

                 She is a good friend, a person whom I trust and admire.

Use commas when three or more items in a series.   (series of works, phrases, clauses)

 *ex.  Do you want yellow, blue, or green paper?  (words)

          First he spoke to Dan, then called his roommate, and finally phoned me. (clauses)

          She never dreamed she would be in the movies, she had not tried our for the part, and she was

           of her talent.                              

Note:  If one or more of the items in a series have commas, semicolons should be used between items.

           *ex. The French Club included Ben Plyler, president; Molly Hartley, vice president; and Julie   

            Harmon, reporter.

Commas separate two or more adjectives that describe a noun equally

*ex. cold, dark water

Hint:  Can the adjectives be written in reverse order?  If so, separate with commas.

         *ex.  could also say  ………..dark, cold water  or   cold, dark water

         *ex. a white frame house  (not describe a noun equally)

7.    Commas with dates addresses, geographical names, and numbers

        *ex.   June 12, 1960   or    12 June 1960

                  May, 1972,      or  May 1972  (optional)

        *ex.   You can write to Jim Johnson, Jr., 1436 Westwood Drive, Birling, Idaho 98800 for a list.

        *ex.   The committee has decided that Chicago, Illinois, will be the site of the conference.

        *ex.   4,300,150 

         .       4,401 or  4401 (optional)

8.   All of the other times for commas…………….

      >to prevent misreading

         To John, Harrison seemed crazy.         (To John Harrison seemed crazy.)

      >to set off sharply contrasted elements at the end of sentence

         He was ignorant, not stupid.

      >to set off a question

         You are in my class, aren’t you?

      >to set off phrases at the end that refer to the beginning or middle of the sentence

         Nancy waved enthusiastically, laughing happily in the process.

      >to set off direct quotations and after the first part of a quotation

         He calmly stated, “I refuse to continue in this relationship,” and walked away from her. (direct quot.)

         Sue remarked, “I prefer not to participate.”  (first part of quotation)

      >to set off the opening greeting and closing of a letter

         Dear David,           Sincerely yours,

