Name__________________________________________________  Section-#_________

 Notes: Punctuation
12a. Use a period at the end of a statement (a declarative sentence).

I will write to you soon.

12b. Use a question mark at the end of a question (an interrogative

        sentence).

Where should I meet you?

12c. Use an exclamation point at the end of an exclamation (an exclamatory sentence).
What a cute puppy that is!

12d. Use either a period or an exclamation point at the end of a request or a command (an 
imperative sentence).


Please sit down.

Sit down right now!
12e. Many abbreviations are followed by periods. 

1) Personal names- I.M. Pei

2) Titles used with names- Jr.

3) Organizations- Corp.

4) Times- A.M., Sat., Aug.

5) Addresses- Ave., Blvd., P.O. Box

6) Geographical names- U.S., Ark.

7) SOME units of measure- in.

ml, cc, km: do not need periods
12f. Use commas to separate items in a series.

1) Words in a series

The day was wet, cold, and windy.
2) Word groups in a series

At the beach we swam, built sand castles, and played volleyball.
12g. Use commas to separate two or more adjectives that come before a noun. (Adjectives 
describe nouns) Equal Adjective Rule
I found an old, rusty bicycle on the street.
(Hint: When you have a comma, use the word and to see if it makes sense.   I found an old and 
rusty bicycle on the street.)
12h. Use a comma before (FANBOYS) and, but, for, nor, or, so, yet when it joins independent 
clauses in a compound sentence.
*A compound sentence is a sentence that has at least two independent clauses joined by a comma, semicolon or conjunction. An independent clause is a clause that has a subject and verb and forms a complete thought. An example of a compound sentence is, This house is too expensive, and that house is too small.
Theo will bring the potato salad, and Sarah will bring the apple juice. 
12i. Use commas to set off an expression that interrupts a sentence.

1) Use commas to set off appositives/appositive phrases that are not necessary to the meaning of a sentence. 

*Appositive- a noun or pronoun that identifies or describes another noun or pronoun beside it.

A gymnast, Mrs. Shaw, will coach us.
The book is about geology, the science of the earth.
2) Use commas to set off words in direct address. 

*Nouns of direct address identify the person or persons spoken to or addressed.

Ms. Jacobs, please explain the assignment.
Do you know the right answer, Beth?
12j. Use a comma after certain introductory elements.

1) Use a comma after yes, no, or any mild exclamation such as well or why at the beginning of a sentence.

Yes, you are correct!


Well, it was Sean and Jerry’s idea!
2) Use a comma after two or more introductory prepositional phrases.

In the valley at the base of the hill, a herd of buffalo grazes.
3) Use a comma after an introductory adverb clause.
After the show is over, we will eat at Erica’s house.

12k. Use a comma in certain conventional situations.

1) Use commas to separate items in dates and addresses.
My grandfather was born on July 12, 1937, in Philadelphia, PA.

I moved to 121 Patriot Circle, Plymouth Meeting, PA, when I was 8 years old.
2) Use a comma after the salutation of a personal letter and after the closing of any letter.

Dear Sam,



Sincerely,

12m. Use a semicolon between parts of a compound sentence if they are not joined by 

         and, but, for, nor, or, so, or yet.
Do not touch the frog; it may be poisonous!

12n. Use a colon before a list of items, especially after expressions such as the following and as follows.
These are the winners of the poster contest: Carmen, Justin, and Steven.

The recipe includes the following ingredients: eggs, milk, sugar, and butter.

12o. Use a colon between the hour and the minute when you write the time.             
     
9:10 P.M.

12p. Use a colon after the salutation of a business letter.

To Whom It May Concern:

2

