



 EMBED Word.Document.8 \s [image: image1.emf]C olons     Use a colon before a list or a quote — but ONLY WHEN introduced in a certain way.     no colon        I love apples, pickles, peas, and corn.   yes colon      I love the following: apples, pickles, peas, and corn.       I love these things: apples, pickles, peas,   and corn.       I love a variety of foods: apples, pickles, peas, and corn.     no colon   She said, “My left eye is itchy.”   yes colon   She said the following: “My left eye is itchy.”       She said this: “My left eye is itchy.”       She said something weird: “My left eye   is itchy.”     Colons are also used for time ( 3:45 ), formal salutations  (Dear Sir:),   and Biblical quotes ( Exodus 2:3 )             Semicolons     You may use a semicolon between two independent clauses (if they relate to one another).     She is well liked; she is kind, t houghtful, and fun.   My dog loves digging; the holes in my yard are   evidence of this.     If joining two independent clauses with the a conjunctive adverb, you must use a semicolon.     Note that the first letter of the second clause is lower case.         Some Conj unctive Adverbs   for example   for instance     furthermore   accordingly   otherwise   therefore   however     instead     that is       besides     consequently     moreover   also     nevertheless       There is a storm coming ; therefore,   we won’t be driving tonight.   Jack is strong ; moreover ,   he is a trained martial artist.         Replace a comma with a semicolon if one or more of the items joined have internal commas.     Do this to clarify meaning.     I travelled to Hartford, Connecticut; Miami, Ohio; and Providence, Rhode Island.   Our guests are Be n, the artist; Sally, the engineer; an unknown actor; and my mother.       Normally, two independent clauses joined by a conjunction (for, and, nor, but, or, yet, so) require a  comma.  If one of the clauses contains commas or conjunctions, a semicolon can prov ide clarity.     We love running, bowling, and reading, and our cousins like watching television.   (unclear)   We love running, bowling, and reading; and our cousins like watching television.    (clear)    



 EMBED Word.Document.8 \s [image: image2.emf]                    Apostrophe s       (1)  Contractions:     Replace the missing letters   Can + not = can’t   It + is = it’s  (or it + is = ‘tis)   You + are = you’re   Who + is = who’s   They + are = they’re   Class of 1979 = class of ‘79     (2)  Possession:      First, write   the owner                         Then add ‘s.                           If the extra s sounds wrong, drop it but leave the apostrophe.     Bob has something.   Owner:         Bob   Add ‘s:           Bob’s   (sounds fine)           The department for women   Owner:         The women   Add ‘s:           Th e women’s department   (sounds fine)     The house all the Weldens live in.   Owner:         The Weldens   Add ‘s :         The Weldens’s    Sounds wrong,so drop s)      The Weldens’ house     Francis has something       Owner:         Francis   Add ‘s:           Francis’s   (sounds fine)         Today wil l have some work in it.   “Owner”:         today   Add ‘s:           today’s  (sounds fine)             (3)  For almost all plurals (99.9%), just add  s.   Only in rare cases, such as plurals of numerals, letters, or                                                                                                  symbols, would an   a postrophe be used.     Regular plurals   (99%):    cats. Dogs, houses, trees, we need ones, invite the Weldens,  playing cards, I have two moms, etc.     – no apostrophes with any of these     Rare cases  (1%):   I have two B ’s on my report card and two 8’s in my social security number.       About  Possessive Pronouns:    People tend to use apostrophes here because they’re thinking possession.                                   But does the word  his   have an apostrophe?    No !   So don’t use  apostrophes for similar words.     His car is nice     Your car is nice.     Their car is nice.     Bob wagged his tail.     The dog wagged its tail.    



 EMBED Word.Document.8 \s [image: image3.emf]HYP H ENS      Hyphens are shorter than dashes.  They act as word glue   by   bridging the divide cre -   ated in a word cut off at the end of a page, and  by  gluing two words together as one.     Use hyphens for d ividing words   at the  e nd of a  l ine .     There are guidelines  for how to properly divide a word at the end of a line, including these:      Divide words   between syllables (so never divide a one - syllable word)      N ew syllables generally start with consonants (par*si *mo*ny)      Syllable breaks occur between doubled consonants (com *ment)      Never divide proper nouns (names, etc.)   If in doubt, a dictionary will tell you where to divide words.  But really, w ord processors make  th ese rules almost obsolete.     N umbers between twenty - one and ninety - nine   are hyphenated.     Use a hyphen between   t wo - word adjectives preceding a noun :      For example, you can be  soft spoken ,   but you’d be a  soft - spoken person .  Without the hyphen, it  may appear that you are both soft (squishy?) and spoken (whatever that would mean).      This and similar uses are about pr oviding clarity.     With  prefixes (ex - , self - , pro - , mid - , etc.) and  compound words:     There are no clear rules here;   some words are open ( dust bunny ) , some are hyphenated ( set - up ),  and some are solid ( bookworm ).    And words will evolve over the years, typica lly from open to  hyphenated to solid.    A dictionary is your best resource.         DASHES        Dashes are longer than hyphens.  To make a dash with your computer, hit the hyphen key twice.   (Sometimes your computer will glue the two together.)       Dashes are used  to indicate an abrupt break in thought or syntax.     There are times when a writer must choose whether to surround an interruption with commas,  parentheses, or dashes.  In genera, commas should be the first choice, parentheses de - emphasize the  interruption,   and dashes bring more attention to the interruption.       Examples:     He thinks — sometimes he says, as well — that women should stay in the kitchen.     I do not consider our friend — most of the time, he’s a friend, anyway — to be an expert tennis player.     “I mean you   can’t — “ She suddenly became quiet, realizing that others were listening.                

 Italics    If typing, use italics.  If handwriting, underline instead.  

· titles of big things 

· books

· movies, plays

· albums

· book-length poems 

· newspapers

· magazines

· boats, aircraft, and such

· works of art

· words referred to as such        The word phat  used to be popular, but it no longer is.

Additional uses are listed below, and are not universally accepted: 

· foreign words      

He said his au revior  and left.
· words as reproduced sounds  Grrr! She growled, prompting us to laugh.
· for emphasis        

I think you should start your essay now, young man.
Quotation Marks

· titles of little things

· chapters

· songs

· poems

· articles in newspapers of magazines

· direct quotations

· Set off quote from the he said parts—with a comma, usually.        

· Begin quote with a capital (unless it’s a fragment or a continuation of a sentence).

· with other marks of punctuation

· Periods and commas go inside the quote marks.

· Colons and semicolons go outside quote marks.

· Question marks and exclamation points may go inside or outside, depending on whether they are part of the quoted material.

· For quotations within quotations, use single quote marks.

Ellipses  Those are the three-dot things.  Use them to indicate words omitted from a quotation.  If the omission includes a period, use four dots.  There is a less formal use, too:  to indicate a pause, or create tension…

Brackets  These are not parentheses; they have a distinct purpose.  When quoting, you may need to clarify the content of a passage.  The original might read, “ We were shocked when he pulled out a gun.”  
You might decide that the reader should be told who he is.  So use brackets like so:

                                                    “We were shocked when he [Mr. Jones] pulled out a gun.”  

It is understood that you provided the name, and that it was not part of the original passage.
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                 Apostrophes 

(1) Contractions:  Replace the missing letters

Can + not = can’t


It + is = it’s  (or it + is = ‘tis)


You + are = you’re


Who + is = who’s


They + are = they’re


Class of 1979 = class of ‘79


(2) Possession:    First, write the owner



                  Then add ‘s.



                   If the extra s sounds wrong, drop it but leave the apostrophe.


Bob has something.


Owner:



Bob


Add ‘s:  



Bob’s (sounds fine)


The department for women


Owner:



The women


Add ‘s:




The women’s department (sounds fine)


The house all the Weldens live in.


Owner:



The Weldens

Add ‘s :



The Weldens’s 

Sounds wrong,so drop s) 

The Weldens’ house


Francis has something




Owner:



Francis

Add ‘s:




Francis’s (sounds fine)


Today will have some work in it.


“Owner”:



today

Add ‘s:




today’s (sounds fine)


(3) For almost all plurals (99.9%), just add s.  Only in rare cases, such as plurals of numerals, letters, or

                                                                                             symbols, would an apostrophe be used.


Regular plurals (99%):  cats. Dogs, houses, trees, we need ones, invite the Weldens, playing cards, I have two moms, etc.    –no apostrophes with any of these

Rare cases (1%): I have two B’s on my report card and two 8’s in my social security number.


About Possessive Pronouns:  People tend to use apostrophes here because they’re thinking possession.    


                          But does the word his have an apostrophe?  No! So don’t use apostrophes for similar words.



His car is nice



Your car is nice.



Their car is nice.



Bob wagged his tail.



The dog wagged its tail.



