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Why not? Why suffer pangs of indecision or inferiority each time you have to decide where to place an apostrophe or whether a colon or a semicolon is the correctly used mark of punctuation? Why lose a future job because your résumé contains several horrifying comma splices? Why incur the ridicule of your family members when you omit the frosting comma on the birthday cake? Why suffer the humiliation of red marks scrawled all over your pristine papers?
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Not convinced? Then how about this reason: why not express your ideas in the most efficient and direct way, using punctuation marks for clarity, emphasis, and variety? Why not take the opportunity to learn some important details that have somehow passed you by in your eight-plus years of school?
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Using resources from my many years as a student, I typed up this nifty packet of grammar rules and examples to help you learn these all-important grammatical concepts. DO NOT LOSE THIS PACKET. From it, I will ask you to do different written exercises, quiz you on the rules, include these punctuation rules in our weekly Bluff games, and test you on all of the material. THE MOST IMPORTANT TEST, of course, will be how well you incorporate these rules into your own writing. 
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I truly hope that the time and money it has cost me to type up, photocopy, and collate these oh-so-important rules will be of great help to you, both now and in the future. Think of our class when you are preparing for a Supreme Court case, editing your doctoral dissertation, or writing an article for the New York Times. 

In the end, of course, your mastery of these rules depends on how motivated you are to learn them.
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· A SENTENCE is a group of words expressing a complete thought.
· The two essential parts of a sentence are a subject and a predicate.
· The subject is the part of the sentence about which something is explained; it is what the sentence is talking about.
· The girl is squatting under the bridge.
· The girl squatting under the bridge is mean.
· The werewolf had a headache.
· His infected fang caused him to wince. 
· The predicate is the other necessary part of the sentence; it is the part that has something to say about the subject.
· The humiliated woman is squatting under the bridge.
· The door slammed in his face.
· The werewolf had a headache. 
· The simple subject, which is just a noun or a pronoun, is the condensed essence of the subject.
· The girl is squatting under the bridge.
· The girl squatting under the bridge is mean.
· The werewolf had a headache.
· His infected fang caused him to wince. 
· The simple predicate is the main verb in the sentence.
· The humiliated woman is squatting under the bridge.

· The door slammed in his face.
· The werewolf had a headache. 
· SUBJECTS and PREDICATES can be COMPOUND, which means more than one thing is going on or being gone on about.

· A compound subject contains two or more subjects, joined by and, or, or nor and shares the same verb. Two or more subjects are doing the same thing.
· A girl and a troll are squatting under the bridge.

· Either The werewolf or his wife destroyed everything in the pantry. 
· Neither the students nor the teacher signed up for the experimental surgery.

· The door slammed in his face.
· The werewolf had a headache. 

· A compound predicate is the issue of two or more verbs that are joined by and, or, or nor and that belong to the same subject.
· The werewolf howled and sought comfort in the lap of his wife.

· The dog sat before his empty food bowl and looked up hungrily at his master. 
· A compound predicate is NEVER to be separated by commas. Never, ever, ever.

RIGHT: 


· She woke up and gave her mom a hurt look.

· He pressed her fragrant fingertips to his lips and remorsefully told her the truth.

WRONG: 

· She woke up, and gave her mom a hurt look.

· He pressed her fragrant fingertips to his lips, and remorsefully told her the truth.

PARTS OF SPEECH
In accordance with their behavior, words are categorized into eight parts of speech:

1. nouns

2. pronouns

3. verbs

4. adjectives

5. adverbs

6. prepositions

7. conjunctions

8. interjections

Many words can be used as several different parts of speech. The part of speech a word is depends on how it is used in the sentence.


VERB: 

I fancy men with broad shoulders.


ADJECTIVE: 
His fancy tuxedo jackets showed them off to a great advantage.


NOUN:

I, therefore, took a fancy to him. 
· A noun is a word that names a person, place, thing, or idea.
· Nouns as Persons:  
Uncle John
Bobby 

cousin 

girls

sheep

Mr. Hicks
Ms. F

 goalie
  
Coach Smith    
North Carolinians

· Nouns as Places:

Canada

gym


 Carowinds

city



Kernersville  
cafeteria
 
 Europe
   

Disney World

· Nouns as Things:  
Living Things



Nonliving Things

 
    worm




store


     
     tree





bicycles


· Nouns as Ideas, or abstract things (emotions, qualities, wishes, conditions, etc.) :








     justice
rebellion
     
fairness 

election
     
sadness




     illness
bravery
     
love

aroma

pride

pride

· Nouns are classified as either common or proper.  
· A common noun is a general name for a whole class of persons, places, or things: 
ice skates, cats, doctor, dirt
· A proper noun is the name of specific people and places.  Proper nouns always begin with a capital letter:

Mr. Johnson, Dr. Hayes, Chicago, Hawaii
· Compound Nouns are nouns made up of more than one word: 
· soap opera, ice cream, black hole, rite of passage, Nova Scotia. 
· Collective Nouns are nouns of groups:
· audience          committee          crowd          family          herd

A pronoun has the same function as a noun does, except a pronoun is the word that is used in the place of a noun. The noun which the pronoun is replacing is called its antecedent. 
NOUNS (antecedents)


PRONOUNS

1.  Billy pruned the tree.


1.  He pruned the tree.

2.  Mr. Barnes helped Billy.

2.  Mr. Barnes helped him.

3.  Mr. Barnes is Billy’s father.

3.  Mr. Barnes is his father.

4.  The books came yesterday.

4.  They came yesterday.

5.  Mr. Smith brought the girls.  

5.  Mr. Smith brought them.

The pronouns listed below are called personal pronouns.  Here are the forms you should know:
	
	Subject
	Object
	Possessive

	Singular: 
	I
	me
	my, mine

	
	you
	you
	your, yours

	
	she, he, it
	her, him, it
	her, hers, his, its

	
	
	
	

	Plural:
	we
	us
	our, ours

	
	you
	you
	your, yours

	
	they
	them
	their, theirs


· The antecedent of a pronoun is the noun or pronoun that it replaces or to which it refers.

· Larry came today and brought his tools.

(Larry is the antecedent of his)
· Debby and Tom came in the room.  They were laughing.

(Debby and Tom are the antecedents of they)

· The antecedent usually appears before the pronoun.  Sometimes, as in the second example, the antecedent is in the sentence before it.
· IMPORTANT RULE: Always use a singular pronoun for a singular antecedent.  Use a plural pronoun for a plural antecedent. This gets tricky when using indefinite pronouns: 
· INDEFINITE PRONOUNS
Indefinite pronouns are pronouns that refer to people, places, or things, often without specifying which ones.  They do not refer to a particular person.
· Singular: Everyone, everybody, anybody, anyone, anything, one, each, none, either, neither, something, somebody, nothing, someone

· Plural: Much, All, Both, Few, Many, Others, Several
Ex.  Everybody took his turn. (singular)

Someone left her raincoat. (singular)
        Several offered their help. (Plural)

Many of the fans left their seats. (plural)
· An ADJECTIVE is a word used to describe or limit a noun or pronoun.

· Descriptive adjectives state what kind of person, place, or thing the noun is: 
green light


silver jewelry

broken record
sick child


cool water

soft fur
· Limiting adjectives give some idea of the quantity or identity of the noun being discussed. Limiting adjectives answer several questions: 
· Which One?
third chance

that car

any piece

this hat


those pumpkins
sixth chair
· How Many?

Several people

few horses

many winners

numerous examples
one participant

ten players

· How Much?

Enough flour

little time

sufficient funds

more butter

some money

less salt

· A VERB is a is a word or group of words asserting something about the subject of a sentence. The assertions may describe an action or it may express a state of being.

· Action Verbs demonstrate action: 
The bistro burned. 
The onlooker stared. 

The boy jumped.
· State of Being Verbs gives us the identity of something or the existence of something:
Her fiancé is a sleepwalker. His dreams are bizarre.

· Linking Verbs help the words at the end of the sentence name or describe the condition of the person, place, or thing named at the beginning of the sentence.

  Erica sounded happy about the results.


  The smaller car seemed a better buy.


  Everyone feels lonely at times.

Linking verbs are sometimes tricky, so it may help to see a side-by-side comparison:



Linking




Action
The pears taste sweet.


I taste the red pepper.

(The pears are sweet)


(I am the red pepper) (does not work!

Father appears angry.


The singer appears nightly.

The runner grew tired.


My brother grew a beard.

The wet cat looked funny.


I looked for my coat.

· Helping Verbs add meaning to other verbs:
They will sing in the morning.

(Will is a helping verb)

They might sing in the morning.

(Might is the helping verb)

· An ADVERB is a word used to describe or limit a verb or another adverb. They are often recognized by the –ly suffix.  Adverbs tell when, how, where, and to what extent an action is done or a state of being exists:

She cried helplessly.

She was rather helpless.

He quickly ran to the crying girl.
· When? 


She departed immediately.
I will eat it later.
· In what manner? 
We sniffed apologetically. Her feet tapped raucously.
· Where? 


I must hang out here.  Please put it over there.

· To What degree?

She was quite sad. He was very quiet.

· A PREPOSITION indicates the relation of a noun or a pronoun to some other word in the sentence. Shows DIRECTION.
We went through the cloud. 

We went under the cloud.

We went over the cloud.

(Basically, a preposition is anything you can do to a cloud!)

 A PARTIAL LIST OF PREPOSITIONS
	about
	behind
	from
	on
	toward

	above
	below
	in
	on top of
	under

	across
	beneath
	in front of
	onto
	underneath

	after
	beside
	inside
	out of
	until

	against
	between
	instead of
	outside
	up

	along
	by
	into
	over
	upon

	among
	down
	like
	past
	with

	around
	during
	near
	since
	within

	at
	except
	of
	through
	without

	before
	for
	off
	to
	beyond 


· A prepositional phrase is made of the preposition, the noun/pronoun that is its object, and the modifiers of the object.

He slapped her on the wrist. They toyed tentatively with the idea. They waddled down the trail. 

(You can usually take out prepositional phrases from a sentence and the sentence still stands on its own. Prepositional phrases just provide extra information.)

· A CONJUNCTION is a word that joins words, phrases, or clauses.
· Coordinating conjunctions are our FANBOYS! (remember those?) They join words, phrases, and clauses of equal importance in the same sentence. 
For



He hated math, for it was always so difficult.
   And


Bacon and eggs are my favorite breakfast foods.

      Nor


Neither the robot nor the dentist danced under the stars.

         But


She wanted to sing in the contest, but her voice was terrible.

            Or


Do you prefer fruits or vegetables?
              Yet


I dislike grammar, yet I find it fascinating to learn.

                  So

Janice stayed out late, so her parents grounded her.
· Subordinating conjunctions are how you may get into a dependent clause (and usually dependent clauses function like an adjective or an adverb). If a sentence begins with a dependent clause (like this one just did), the subordinate conjunction (in this case, if) comes first, so that it can state the condition or circumstance modifying the independent clause.

Subordinating conjunctions include the following words: 
until, since, if, because, before, although, that, as if, so that, though, unless, while, when where, even though, and in order that. 

Examples of Dependent Clauses beginning with Subordinating Conjunctions:


If Lucifer confesses, we’ll let the rest of you go.


After they ate all of my cookies, they left the playground with me in tears.


Even though I didn’t read the novel, I passed the test on it.


Although he was Republican, he could not vote for McCain. 

Examples of Subordinating Conjunctions connecting to parts of a sentence together:


They dropped the subject before it got too tense.


I took an instant liking to him even though his hands were covered with fur. 
· An INTERJECTION is a word or collection of words that expresses feelings.
Genius Grammarian Karen Elizabeth Gordon described the interjection like this: 


“An outcast, set apart from the other seven parts of speech, the interjection has little grammatical connection with its neighboring words or sentences. Since it is strong, or emphatic, however, it doesn’t care.” 

Oh my! How strong you have become.


Dear me, what cherubic chops you have! 
((Red Riding Hood learned some vocabulary.)
Alas and alack, I failed my grammar test.
(( Not you, of course.)

[image: image5.wmf]“Me fail English? That’s unpossible.”

~Ralph Wiggum (The Simpsons)
Period Means STOP.
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Use a period at the end of a complete sentence when it is not a direct question or an exclamation.

· This rule should not be a surprise to any of you.

· I hope all the punctuation rules are as easy as this one.
· Use a period after an indirect question.

· Direct Question: Is today Monday?

· Indirect Question: I asked whether today is Monday.

· Indirect Question: Sam wondered whether the abominable snowman was real.

· Use periods (decimal points) with money and percentages.

· $78.98


· 34.8%
· Use periods after Initials.

· My beloved English teacher’s name is Miss Melanie A. Huynh-Duc. 


· (Please note: you do not need a period after Miss)

· Use periods after numerals or letters in a vertical list.

1. Gone With the Wind
2. A Tale of Two Cities
3. Mystery Science Theater

a. Diamonds

b. Rubies

c. Emeralds

· Use the period after an abbreviation except acronyms that are pronounced or are in all capital letters: 

Type of Abbreviation

Examples with periods



Titles used with names 

Mrs., Ms., Dr., Ph.D.
Companies


Inc., Org., Ltd.



Measurements


oz., in., lb., sq. mi.



Time of Day


a.m., p.m.



Addresses


P.O. Box, Blvd., St.



Location



N.C., Mass., N.Y.


Type of Abbreviation

Examples without periods



Capitalized Abbreviations

NAACP, YMCA, EPA, PMS





Pronounced Acronyms 

NASA, AIDS



· Use a period inside parentheses (.) if what is inside is a complete sentence that stands alone from other sentences.

· He rented Die Hard instead of Love Actually. (Love Actually was his ex-girlfriend’s favorite movie.)

· Use periods outside parentheses ( ). If what is inside is not a complete sentence.
· I didn’t know the answer to the problem (and did not want to ask).
· Do you use a period, question mark, or exclamation point if the sentence ends with an abbreviation that has periods? Periods—no. Question marks and exclamation points—yes.

· Ryan woke up at 4 a.m.  ( only one period is necessary.

· Did you wake up at 4 a.m.? ( use the question mark in addition to the period.)

· Your snoring woke me up at 2 a.m.!  ( use the exclamation point in addition to the period. )

The Quizzical Question Mark

· Use a question mark after a question.
· This rule is not so difficult, is it?

· Use a question mark to indicate uncertainty or doubt.
· The author of this book lived from 1810? to 1885. 

· DO NOT use a question mark after an indirect question.

· Peter asked if there would be extra credit.

· I wonder if Orwell intended to be Boxer in his allegoric novella.

· If you have a question mark in the middle of a sentence, do not capitalize the word after the question mark.

· Where in the World is Carmen Sandiego? is a very popular computer game.
The Enervating Exclamation Point
· Avoid, at all costs, this over-used mark of punctuation.

· Let your words (not your punctuation) be emphatic and show delight, urgency, anger, surprise, distress, excitement, intensity, loud noises, and strong commands.

· Never use double exclamation points. (Notice how admirably I, myself, refrained from using one, even though I feel very strongly about this matter.)

· You may use exclamation points in informal, personal writing and in dialogue. That’s about it. Don’t use it in analytical papers or essays, lest you seem trite and silly. 

· Rules for using exclamation points with quotation marks:

· If only the question itself is an exclamation point, put the exclamation point inside quotation marks.

· RIGHT: I think he is the one who yelled, “Fire!”

· WRONG: I think he is the one who yelled, “Fire”!

· If the whole sentence is an exclamation, put the exclamation point outside the quotation marks.

· RIGHT: I can’t believe you loved that movie “Don’t Be a Menace to South Central while Drinking Your Juice in the Hood”!
· WRONG: I can’t believe you loved that movie “Don’t Be a Menace to South Central while Drinking Your Juice in the Hood!”
THE COMELY COMMA

1. Use a comma after introductory words/phrases/clauses.

EXAMPLES USING THE INTRODUCTORY COMMA:
Wrong: Since my mother forgot to pack me a dessert I ate your Twinkie.

Right: Since my mother forgot to pack me a dessert, I ate your Twinkie.

Confusing: After eating my cat hiccups.  (( do you find cats tasty?)
Clear: After eating, my cat hiccups.

2. Use a comma before a FANBOY (see CONJUNCTIONS, page 5) that introduces an independent clause (i.e. a complete thought that can stand on its own as a sentence).

Wrong: Marijuana is bad for the lungs, and also damages the brain cells.

Right: Marijuana is bad for the lungs, and recent research shows it can also

damage the brain cells. 

3. NEVER use a comma before a FANBOY unless what follows is a complete thought.

Wrong: Socks keep feet warm, and can also be cute accessories. 

Right: Socks keep feet warm. They can also be cute accessories. 



Better: Socks keep feet warm, and they can also be cute accessories. 



Better: In addition to keeping feet warm, socks can also be cute accessories.

4. Avoid the HEINOUS Comma Splice (joining two independent clauses with a comma). Insert a FANBOY, use a semi-colon with a transition word, or add an introductory clause. 

Wrong: Drug abuse is illegal, it is popular among juveniles. 

Right: Drug abuse is illegal. It is popular among juveniles.

Better: Drug abuse is illegal, but it is popular among juveniles.

Better: Although drug abuse is illegal, it is still popular among juveniles.

Better: Drug abuse is illegal; however, it is still popular among juveniles. 

5. Use a comma between independent clauses of equal value that are short and have no commas within them.

Wrong: A good student stays awake reads once in a while, and finishes his paper on time.

Right: A good student stays awake, reads once in a while, and finishes his paper on time.

6. Use commas to separate words or items a list. 

Wrong: She craved bananas mustard and black eyed peas during her pregnancy. 

Right: She craved bananas, mustard, and black eyed peas during her pregnancy.

7. Use a comma to set off appositives (a word or phrase that serves as an explanation).

Wrong: Homer the dumb but lovable father on The Simpsons stuck a crayon up his nose. 

Right: Homer, the dumb but lovable father on The Simpsons, stuck a crayon up his nose. 

8. Use a comma after conjunctive adverbs (conjunctive adverbs work like conjunctions—they link two sentences and show how they are related). 

· I thought I made a C on the punctuation test; however, I made a B.

· I did not study very much; nevertheless, I made a good grade.
· I might not be so lucky next time; therefore, I’m going to start studying more.
· Meanwhile, I will allow myself to watch TV as a reward for my good grade.

9. Use commas with cities and states. Notice both commas.

· Scarlet was born in Atlanta, Georgia, on Valentine’s Day.

10. Use commas with addresses. There is no comma between the state and the zip code.

· He lives at 183 Sunrise Road, Durham, North Carolina 27710.

12. Use commas with dates. (Be sure to always put a comma AFTER the year.)

· Elizabeth was born on Wednesday, September 15, 1976, in Chapel Hill. 

· I was born in July 1982, in Evansville.  (no comma is needed in between the month and year since there is no date.)

13. Use commas in numbers of 999.

· 99,538 Carolina Tar Heel fans were deliriously happy at the game. 

14. Use commas to set off the one or ones spoken to in direct address.

· Lucy, you really need to take a bath.

· Congratulations, Stacy, on your new look.

· Happy birthday, Christopher!

· Make it a life-long mission, students, to check every birthday cake for this important comma. (You paid for that icing; you better get it!)
Look at the difference between these sentences, and you’ll see how essential this comma really is.


I don’t want any more, honey.  

I don’t want any more honey.



It’s time to eat, Ashley. 


It’s time to eat Ashley. 

15. Use commas before and after parenthetical expressions (by-the-way phrases that are not essential to the sentence).

· I reminded my grandma, in case she had forgotten, that I really wanted a BMW for my birthday.
· They usually cost, if you get a good deal, about $27,000.
16. Use a comma before and/or after an interjection (p. 6).

· My, what big eyes you have.

· Hey, that’s my lunch. No, I will not share it with you.
17. Use commas between consecutive (more than 2) adjectives describing a noun.
· It was a dark, cold, dreary night.  (Dark, cold, and dreary are all describing night.)
· He wore expensive, stylish tennis shoes. (expensive and stylish are describing tennis shoes.)
(Sometimes this rule can be confusing. Use a COMMA when an “and” sounds good. Avoid a comma when “and” doesn’t make sense.)

RIGHT: It was a hot July night. (No comma needed: “It was a hot AND July night” doesn’t make sense.)

RIGHT: I wore pink tennis shoes. (No comma needed: “I wore pink AND tennis shoes” doesn’t make sense.)

RIGHT: Shall I eat a firm, ripe pear? (Comma needed: “Shall I eat a firm AND ripe pear” makes sense.)
Semicolons: The Super-Comma

SEMICOLONS are the least understood of the punctuation marks, and yet they are very powerful. They have the effect of creating a pause stronger than that of a comma but not as strong as the full pause of a period.


1.  Use a semicolon to combine two closely related sentences. Semicolons are one of the THREE ways to help you avoid comma splicing. (Can you figure out the other two?) 


Wrong: Life is like a box of chocolates, you never know what you’re going to get. 


Right: Life is like a box of chocolates; you never know what you’re going to get. 


Blah: Blue is my favorite color. It accents my eyes.


Better: Blue is my favorite color; it accents my eyes.

2. Use a semicolon before the conjunctive adverb that joins two independent clauses. (Follow the conjunctive adverb with a comma.) 

Conjunctive Adverbs: Accordingly, Afterwards, Nevertheless, Also, Consequently, Otherwise, However, Indeed, Therefore, Likewise, Moreover, Nonetheless, Similarly, Still


Wrong: With every mistake we must surely be learning, still my guitar gently weeps.


Right: With every mistake we must surely be learning; still, my guitar gently weeps.

Right: Pizza is Chris’s favorite food; however, he is starting to get sick of pizza from working at Pizza Hut. 

3. Use semicolons to separate elements in a series if they contain internal punctuation. 


Wrong (and confusing):

Between 1910 and 1922, T.S. Eliot relocated from the United States to London, fell in love with an American but instead married a mentally ill Brit, met two of his biggest influencers, Bertrand Russell and Ezra Pound, and encountered sexual, financial, mental, and familial problems.

Right: 

Between 1910 and 1922, T.S. Eliot relocated from the United States to London; fell in love with an American but instead married a mentally ill Brit; met two of his biggest influencers, Bertrand Russell and Ezra Pound; and encountered sexual, financial, mental, and familial problems.

The Cunning Colon


Colons ANNOUNCE that something important is next.
Below are five simple rules for correct colon usage.

1. Use the colon after an independent clause (a complete thought) in order to introduce a directly related idea, such as a list or further explanation on the previous statement. 

· The newspaper contains four sections: news, sports, entertainment, and classified ads.

· Cathy has only one thing on her mind: good grades.
· There is only one sport for me: mud wrestling.
· I’m going to tell you one thing: I quit!
· I’ve lived a sheltered life: I’ve gone from one shelter to another.
2. Never use a colon directly after a verb OR a preposition. (Remember, a colon can only be applied at the end of an independent clause, i.e., a complete thought.)


Wrong: My three favorite friends are: Evelyn, Marlyne, and Ronni.

Right: My three favorite friends are Evelyn, Marlyne, and Ronni.


Also Right: These are my favorite friends: Evelyn, Marlyne, and Ronni.

Wrong: I want to: go to the store, buy some shoes, and wear them to the prom.


Right: I want to go to the store, buy some shoes, and wear them to the prom.

Also Right: The following is what I want to do: go to the store, buy some shoes, and wear them to the prom.

3. Use the colon in business letter greetings.

· Dear Mrs. Huynh-Duc:

· Dear President Obama:

· Dear Jon Stewart:

4. Use the colon in time notation and ratios. (Duh.)

· The time is 5:30 p.m.


[five-thirty p.m.]
· His record for the mile is 4:06:25.

[four minutes, six seconds, and 25 milliseconds]

· The bill passed easily; the vote was 3:1. 
[three to one]

5. Use a colon after words such as caution, wanted, or note.

Caution: Wet Floor

Wanted: Actors for a Broadway Musical about a Crazy English Teacher

Note: We are almost done with colons. 
6. Use a colon to introduce an extended quotation.

George W. Bush once stated to the press: “I think that children should study grammar at least six hours a day. Learning to speak and write correctly is far more important than anything else, including eating. In fact, I believe eating is a complete waste of time, and that is why I’m suggesting that the lunch period be cancelled so that students study grammar instead of eating while we are at school. This will solve the childhood obesity problem America currently faces, as well.”

NO, NO, BAD, WRONG, AVOID. The following are common colon pitfalls:
· I want to travel to: New York, San Francisco, Atlanta, and Des Moines.

· The ingredients are: flour, eggs, sugar, milk, and chocolate.
(The Prepossessing Parentheses)
· Use parentheses to set off parenthetical (non-essential) expressions from the main part of the sentence. Parenthetical expressions are additional related comments or explanations that can be left out of the sentence and the sentence will still make sense. Below are some examples of parenthetical expressions:

· An explanation: The academic year (which is August 25 to June 15) includes 180 school days.

· A translation: Ms. Grubisha paid 40 Euros (about $65) for dinner.

· A clarification: The city where we live (Greensboro) is in the central part of North Carolina. 

· A feeling: School is cancelled today (yes!) because of the small snow storm.

· A joke or play on words: We are having chocolate mousse (no, not chocolate moose) for dessert.

· An opinion: This purple punctuation packet will make a great difference (I sincerely hope) in your writing.

· A list: Some of my relatives (Amanda, Lee, John, and Pattie) could not attend the wedding.
MORE RULES…
· Do not overuse parentheses. The best “rule of thumb” is if you’re including something non-essential in your writing that it must be separated off with parentheses, then it’s probably not worth mentioning at all. 
· Don’t use parentheses to ramble incoherently. This can get annoying. (Just because you use parentheses is does not mean that you are free to babble as nonsensically as you wish simply because the reader has the option to ignore whatever you are rambling on and on about as they read.) See what I mean? ( 
· A parenthetical sentence within another sentence does not begin with a capital letter nor end in a period.



Right:
I am despondent (you are probably ecstatic) that the restaurant ran out of liver.



Wrong: 
I am despondent (You are probably ecstatic.) that the restaurant ran out of liver. 
· If you mark your parenthetical sentence with an exclamation point or a question mark, use those marks of punctuation. This only occurs in informal writing.
I am depressed (are you?) that tomorrow is Monday.

I ham happy (ecstatic is more like it!) that tomorrow is my birthday.
· A freestanding parenthetical sentence between two other sentences, though, requires a parentheses, a capital letter, and a period.

Before the movie, we played a game of Scrabble. (We had plenty of time, we thought, to get to the theater.) I wanted to make sure I beat him, so I took my time, and we ended up being late. 


It’s worth repeating: BE STINGY WITH PARENTHESES. If you avoid their use, you don’t need to worry about the above rules that go with them!

[The Brisk Bracket]
· Use brackets to insert explanations or instructions that are not part of the sentence of quotation. 

At that time, she [Cruella daVille] was not an Animal Rights activist. 

“An hour into the [Madonna] concert at MCI Center on Sunday night, the realization dawned on me: the Material Girl was never going to run out of material,” said David Segal of the Washington Post. 
· Use brackets to include the Latin word sic to indicate errors (often spelling or grammatical) in quoted material. When a writer uses sic, he/she is pointing out that the person who is being quoted made the error. (Be sure to italicize sic.)
“I hear there’s rumors on the Internets [sic] that we’re going to have a draft.” President Bush during the second presidential debate, St. Louis, Mo., Oct. 8, 2004

The letter ended, “Regretabily [sic] yours, Morgana Fey.”
· Use brackets to enclose stage directions.
[Enter ROMEO, MERCUTIO, BENVOLIO, with five or six Maskers, Torch-bearers, and others]

ROMEO What, shall this speech be spoke for our excuse? Or shall we on without apology?

· Use brackets to insert one parenthetical comment inside another parenthetical comment. It is preferable, however, to rewrite sentences with too many parenthetical comments, of course. 

Right: My new mountain bike (which cost me $500 [my entire savings!] ) weighs only twenty-three pounds.

Better: My new mountain bike cost me $500 (my entire savings!) and weighs only twenty-three pounds.

--The Dashing Dash--
The dash is an energetic mark of punctuation that conveys excitement, surprise, or contrast. Overuse, however, can make your writing choppy and fragmented, so use sparingly.
· Dashes are constructed with no spaces before and after. If you are writing or typing dashes out, simply use two hyphens --. If you are typing on a computer, it’s okay if the computer links the two hyphens together—like this. 

· Use a dash to show a break in continuity or a thought in a sentence. 

I have had a lot of things on my mind lately—now what was I saying?

· Use a dash to emphasize or to set off a long appositive, or an appositive with several commas. 

RIGHT: Jeremiah—my one love and my best friend—arrived with chicken soup and Alfred Hitchcock movies. 

RIGHT: I love Beaver Creek, a small ski area in Colorado with long, challenging runs.

BETTER: I love Beaver Creek—a small ski area in Colorado with long, challenging runs. 
· Use a dash to link two parts of a sentence. In other words, use a dash in the place of a FANBOY. This can sometimes make your meaning more emphatic and your sentences more interesting.
RIGHT: Always fasten your seatbelt, as it is the law.

BETTER: Always fasten your seatbelt—it’s the law.

RIGHT: I gave you my last dollar bill, so don’t waste it.

BETTER: I gave you my last dollar bill—don’t waste it.

· Use a dash instead of parentheses to emphasize a non-essential phrase. 
My boyfriend bought me a kitten—a highly intelligent and personable one—for my birthday.
· Use a dash in dialogue to show hesitation or a break in the flow of a sentence. 
Giles said, ‘I definitely studied enough for the test—or I think I studied enough—to be able to pass it.”

“Now I shall begin my lecture on dashes—wait! You’re not trying to creep out of the classroom, are you?”
· A dash is used before the citation of the author or the source of a quotation. 
“Guests and fish after three days begin to stink.” – Benjamin Franklin 
As with parentheses, BE STINGY with dashes. They are best used in informal writing or used SPARINGLY in formal writing.  

Would you like a break?

Here is a poem about the Dash. Enjoy!

"The Dash"

Linda Ellis 

I read of a reverend who stood to speak at the funeral of his friend.
He referred to the dates on her tombstone from the beginning...to the end.

He noted that first came the date of her birth and spoke of the following date with tears, 

but he said what mattered most of all was the dash between those years.

For that dash represents all the time that she spent alive on earth,
and now only those who loved her know what that little line is worth.

For it matters not, how much we own; the cars, the house, the cash.
What matters is how we live and love and how we spend our dash.

So think about this long and hard, 
are there things you'd like to change?|
For you never know how much time is left.
(You could be at dash mid-range.)

If we could just slow down enough
to consider what's true and real,
and always try to understand
the way other people feel.

And be less quick to anger,
and show appreciation more
and love the people in our lives
like we've never loved before.

If we treat each other with respect,
and more often wear a smile,
remembering that this special dash
might only last a little while.

So, when your eulogy is being read
with your life's actions to rehash...
would you be pleased with the things they say
about how you spent your dash?

© 1998

- The Happy Hyphen - 
(Not to be confused with the Dashing Dash)

A hyphen: -

A dash: --

Also a dash: —

· Use hyphens in some compound words (two or more separate words that we think of as one unit) used as nouns or adjectives. Some examples include president-elect, self-awareness, self-conscious, starry-eyed, and sister-in-law.
· Use a hyphen to connect most compound adjectives that come before nouns. Do not use a hyphen when the compound adjective comes after the noun. 

· I am both fascinated and confused by twentieth-century art.

· Art in the twentieth century consciously broke with earlier aesthetic conventions.

· The fifteen-year-old genius fell asleep during my lesson on hyphens.

· The genius is fifteen years old and, by definition, is sleep-deprived.

· My strong-willed kitten often tests my patience.

· My kitten, who is strong willed, often tests my patience. 
· An exception to the above rule is when a word is always spelled with hyphens (check your dictionary if you are unsure). With these words, you should always hyphenate them regardless of their position in the sentence. Here are some examples:

Up-to-date

Sister-in-law

(any of the other in-laws)

Forget-me-nots

Cul-de-sac

Merry-go-round

· Use a hyphen with some prefixes, especially all-, co-, ex-, self-, half-, great-, and capital letters. Examples include: all-knowing, all-around, all-powerful, co-conspirator, co-author, ex-husband, ex-convict, ex-English teacher, self-conscious, half-hearted, half-truth, great-grandmother, T-shirt, PG-rated.

· Use a hyphen when a word would be confusing or hard to read without it. 
CONFUSING: shelllike [three l’s in a row]


CLEAR: shell-like
CONFUSING: Minnie recovered from the flu and recovered her living room chair.

CLEAR: Minnie recovered from the flu and re-covered her living room chair. 

· Use a hyphen with double last names.
Catherine Zeta-Jones
Hillary Rodham-Clinton
Mrs. Huynh-Duc

· Use hyphens (or slashes) with dates.
7-29-09

OR 

7/29/09

[July 29, 2009]

· Use hyphens with words that are meant to be read as a single unit.
The Braves-Mets game.

The Raleigh-Durham Airport.

· When numbers are spelled out, use hyphens to connect them from twenty-one to ninety-nine.
Twenty-two

thirty-five

sixty-six

four hundred and seventy-two
· When numbers are NOT spelled out, use hyphens to link them with units of measurement to make adjectives.
The 5000-year fossil…

The 105-hour marathon…

· NOTE: money figures are hyphenated only when they are spelled out.
The two-dollar tip.

The $5 million deficit 

· Use hyphens with fractions acting as adjectives or adverbs, but not with fractions acting as nouns.
The bottle of Coke was two-thirds full. 


[adverb]

Harry drank two thirds of the Coke in one thirsty gulp.
[noun]

· Use hyphens with scores.
Northwest High School beat Grimsley 302-10.

· Use hyphen to mean through.




Read pages 1-45 before class tomorrow.



The Toni Morrison museum is open Monday-Sunday.



*Note: in formal writing, it’s better to simply write through.
· Use hyphens to spell out words.

He said with great panache, “My name is Bond. James B-O-N-D.”

· Use hyphens to show hesitation, stuttering, or faltering speech. 

The Alluring Apostrophe
1. FIRST RULE: Despite popular usage in this class, apostrophes are NOT optional.
2. SECOND RULE: Rules dictate the correct uses of the apostrophe. Learn them. 
Is that clear?

Let us proceed.

· Use an apostrophe to show possession or ownership. The location of the apostrophe depends on the characteristics of the noun.

· Add an apostrophe and –s to show the possessive case of most singular nouns.

the photograph of the girl



the girl’s photograph

the leaf of the shrub




the shrub’s leaf

the crib of the baby




the baby’s crib

the shore of the lake




the lake’s shore

the smirk of the waitress



the waitress’s smirk

the mustache of Boris




Boris’s mustache.
· Add an apostrophe to show the possessive case of plural nouns ending in -s or –es. 

The T-shirt of the boys



the boys’ T-shirt

the uniforms of the sailors



the sailors’ uniforms
the taste of the potatoes



the potatoes’ taste

the statement of my bosses



my bosses’ statement

· Add an apostrophe and –s to show the possessive case of plural nouns NOT ending in -s or –es. 

The strength of the women



the women’s strength

The noise of the children



the children’s noise



The noise of the geese




the geese’s noise

· If two or more people own the same thing, use an apostrophe –s for only the second person.
Ben and Jerry’s ice cream franchise

[belongs to both Ben and Jerry]
Bush and Cheney’s administration

[belongs to both Bush and Cheney]
Romeo and Juliet’s marriage


[belongs to both Romeo and Juliet]
· If two or more people don’t own the same thing, use an apostrophe –s for both people.
Adam’s and Eve’s toes


[they don’t share the same toes]

Joe’s and Lucy’s careers


[they don’t have the same career]
· Inanimate objects usually don’t “own” things, but possessives are used by convention.
One month’s vacation


two months’ vacation

The razor’s edge


the chair’s leg

· Be careful of proper nouns (people’s names) that end in –S.
Scenario: Andrea and Mark Bliss have a new baby.
The Blisses have a new baby.

[plural, no apostrophe]

Mark and Andrea Bliss’s baby is new.
[Notice: adding an apostrophe –s]

Mark and Andrea Bliss’ baby is new.
[just add the apostrophe at the end is another option.]

The Blisses’ baby is new.


[plural possessive]

· Do not use an apostrophe with possessive pronouns (pronouns that show ownership).
WRONG:
This house is their’s.

WRONG: 
Is this book your’s?

RIGHT:

This house is theirs.

RIGHT:

Is this book yours?



WRONG: Who’s paper is being copied?



RIGHT:
Whose paper is being copied?


· Do not use an apostrophe with most plural words.
WRONG:
Tomato’s for sale.

WRONG: 
Calm down, boy’s and girl’s.

RIGHT:

Tomatoes for sale.

RIGHT:

Calm down, boys and girls.

WRONG: I lived during the 1960’s when the Civil Rights Movement occurred.

RIGHT:
I lived in the 1960s when the Civil Rights Movement occurred.

· DO use an apostrophe with THESE plural words:
WORDS USED AS WORDS:

There are too many but’s in that sentence.

ABBREVIATIONS:


Three M.D.’s and five Ph.D.’s were at the conference.
ALPHABET:



Mississippi is spelled with four s’s, four I’s, and two p’s.
· Use an apostrophe to indicate missing numbers or letters (contractions).
8 of the clock = 8 o’clock


we were not = we weren’t

1999 = ’99




you are = you’re

THE MOST IMPORTANT THINGS TO REMEMBER ABOUT APOSTROPHES are…

· The difference between it’s and its

· When you use an apostrophe with years (1980s, ’07)

· The difference between something that is PLURAL and something that is POSSESSIVE. 
The Elegant Ellipsis
(Plural = ellipses)

· Use ellipses to indicate that some words have been left out of a quotation. Three dots stand for an omission a) within or b) at the beginning of a sentence.

The original quotation:

“Her hairdo, which was a collection of bald spots and carefully placed, elaborately died tufts, had to be mowed, snipped, and dyed every other week.”
The above sentence, shortened: 

“Her hairdo… had to be mowed, snipped, and dyed every other week.”

· Ellipses marks can be used at the beginning, in the middle, or at the end of a quotation.

The original quotation:

“Whenever I prepare for a journey, I prepare as though for death. Should I never return, all is in order. This is what life has taught me.” – Katherine Mansfield

Ellipses at the beginning:

Katherine Mansfield speaks of preparing for a trip “…as though for death.”



Ellipses in the middle:

Katherine Mansfield once wrote, “Whenever I prepare for a journey, I prepare as though for death....This is what life has taught me.”



Ellipses at the end:

Katherine Mansfield once wrote, “Whenever I prepare for a journey, I prepare as though for death....”

NOTICE: If you are using an ellipses but want to conclude your sentence immediately after, add a period. In other words, there will be FOUR dots total at the end of your sentence. 

· Use ellipses to indicate a long, slow break or to indicate slow-downs in thoughts and conversations.

Examples:

There it was again…that soft but eerie sound.

Romeo and Juliet looked sweetly into each other’s eyes until the moment was right, then slowly…gently… a kiss.

PHEWY, I’m getting tired. Are you?

Underlining, Italics, and “Quotation Marks”
· Use italics for underlining names of books, magazines, newspapers, movies, operas, plays, and titles of works of art, and other large/long works. When you are using a computer, italics is preferred. When you are writing by hand, underlining is fine. 

The New York Times


The New York Times

O, Brother, Where Art Thou

O, Brother, Where Art Thou

Great Expectations


Great Expectations


Romeo and Juliet


Romeo and Juliet
A Raisin in the Sun


A Raisin in the Sun

· Use quotation marks for the names of songs, poems, magazine articles, newspaper articles, short stories, chapters of books, and other SMALL works.  

“Material Girl” 



[a song by Madonna]

“The Love Song of J. Alfred Prufrock” 
[a poem by T.S. Eliot]

“The Gift of the Magi”


[a short story by O. Henry]

Note: LONG poems, such as The Odyssey, The Waste Land, and Paradise Lost are italicized or underlined. 

· DO NOT italicize, underline, or place in quotation marks mentions of the Bible, its books, divisions or versions, or other holy scriptures from the Koran, the Torah, etc. 

Capitalization is used instead.

· Will you read from Genesis in the Old Testament?

· The story of Susannah and the Elders can be found in the Apocrypha. 

· Use italics, underlining, or quotation marks to bring attention to a particular word in a sentence. Do not use Parentheses or else you are allowing that word to be omitted. 

· George W. Bush had a difficult time pronouncing the word nuclear. 
· Pneumonia is a difficult word to spell.

· Pheobe from “Friends” often likes to go by the name “Regina Filange.”
*Be consistent in whatever way you choose to bring attention to the word/words.

· Use quotation marks to enclose what someone says (starting a new paragraph for each change in speaker).

· Amanda said, “Get me a Diet Coke.” 
Adam sweetly snapped, “Get it yourself!” 
· Do not use quotation marks with indirect quotations.

· WRONG: I told Aaron to “Finish his homework.”

· RIGHT: I told Aaron to finish his homework.

· ALSO RIGHT: I told Aaron, “Finish your homework.”
· Use single quotation marks for a quotation within a quotation.

“I understood that Mrs. Huynh-Duc said the grammar exam was ‘absolutely mandatory,’” said the parent to her teary-eyed child. [REMEMBER: periods and commas always go INSIDE quotation marks.]

· Short quotations from poems may be written with the rest of the running text with quotation marks enclosing them and with slashes between the lines.

Eliot’s poem begins with the following lines: “Let us go then, you and I,/When the evening is spread out against the sky/Like a patient etherized upon a table.” [Note that Eliot’s punctuation and capitalization is retained.] 

· For quoted passages more than one hundred words, indent and single-space the quotation and DO not enclose it in quotation marks.
· In a dialogue, a NEW paragraph indicates a change in the speaker.
“Let’s get together this weekend and study all of these rules,” said Student #1 enthusiastically.

“You’ve got to be kidding,” Student #2 gasped.

“No… I really want to do well on the punctuation test,” Student #1 proclaimed. “If I don’t, I’m going to fail the class!”
“Maybe we can talk Mrs. Huynh-Duc out of the test,” Student #2 suggested, a hopeful gleam emanating from his eyes.

Ominous silence greeted this last remark. 

Profound thanks goes to Mrs. Lancaster of East Chapel Hill High for the materials, quotes, and examples I used in this packet. She’s the greatest, most inspirational English teacher in the world.
EASY REVIEW for the 8 Parts of Speech. Know them for ever, and know them well. 





Noun- Person, place, thing, idea


Pronoun- Substitute word for a person, place, thing, idea


Adjective- Describes a noun or pronoun


Verb- Shows action or state of being


Adverb- Describes a verb or another adverb


Preposition- Shows direction


Conjunction- Connects words, phrases, and clauses together


Interjection- Shows emotion 





Introductory words are very short and do not have a subject or a verb:


However, Therefore, As a result, Since, etc.





Introductory phrases have a subject OR a verb-- but never both.


To stay in shape for the competition, athletes must exercise daily.


A  popular and well-respected president, JFK was the best president in history. 


Blowing violently, the windstorm caused the townspeople began to seek shelter.





Introductory clauses have a subject AND a verb-- but cannot stand alone (i.e., they are dependent clauses). 


When I arrived at the bank, I realized I forgot my checkbook.


Once Sherbet discovered her love for Catnip, she began to ask for it with cute meows.





:





3 Easy Steps to Semicolon Perfection!





:





;





�





Art is the noun; twentieth century is the compound adjective. Notice you use the hyphen only when the compound adjective is before the noun. 





The same rule applies to the examples below:





’





*** THIS ALSO EXPLAINS THE DIFFERENCE BETWEEN ITS and IT’S***


It’s = it is [contraction of two words into one]		its = possessive pronoun





…
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