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         Dear Reader,

         I've been an English teacher for more than thirty years, so I've encountered thousands of students. When I run into former
            students, many say something along the lines of “You know, Mrs. Thurman, I really wish I'd paid more attention in your class,
            but then I didn't realize how important correct grammar and good writing skills would be in my adult years.”
         

         My hope in writing this book is to make grammar and writing easier to learn and more engaging for all students — whether they're
            still in school or have already graduated.
         

         In the years since the first edition of The Everything® Grammar and Style Book  was published, a number of people have been gracious enough to contact me to tell me they have enjoyed and benefited from
            the book. Readers have said the book has helped in writing for their jobs, in creating screenplays and novels, even in understanding
            the rules of Chinese grammar (now that's a use for my book that I never dreamed of!).
         

         Whatever your reason for reading this book, I hope it helps you become a grammar guru and writing wizard.

         Sincerely,

         Susan Thurman  
         

         Welcome to the   Series! 
         

         These handy, accessible books give you all you need to tackle a difficult project, gain a new hobby, comprehend a fascinating
            topic, prepare for an exam, or even brush up on something you learned back in school but have since forgotten.
         

         You can read an Everything ® book from cover to cover or just pick out the information you want from our five useful boxes: e-questions, e-facts, e-link,
            e-ssentials, and e-alerts. We give you everything you need to know on the subject, but throw in a lot of fun stuff along the
            way, too.
         

         We now have more than 400 Everything ® books in print, spanning such wide-ranging categories as weddings, pregnancy, cooking, music instruction, foreign language,
            crafts, pets, New Age, and so much more. When you're done reading them all, you can finally say you know Everything ®!
         

         

         Answers to common questions

         

         Important snippets of information
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         Top Ten Reasons for Using this Book

         
            	
               You understand the necessity of overcoming your grammar phobia.

            

            	
               You want people at your class reunion to think you weren't really sleeping in English class.

            

            	
               You yearn for a badge in the grammar police.

            

            	
               You wonder about the difference between “What's going on, Bob?” and “What's going on Bob?”

            

            	
               You recognize the importance of knowing for whom the bell tolls.

            

            	
               You know the embarrassment of misplacing your modifier.

            

            	
               You speculate about how to suitably split an infinitive.

            

            	
               You don't except what you meant to accept.

            

            	
               You realize that a misplaced comma might cost your company millions (see tinyurl.com/ympf2v ).
               

            

            	
               You are itching to bring out your inner grammar guru.

            

         

      

   
      
         


         Introduction

         ►ARE YOU SOMEONE who gripes that English was always your worst subject in school? Do you say that even today, you can't tell
            a clause from a conjunction from a colon; you always write their  when you should have written there ; you're never sure if that thing that goes in words like don't  and we're  is an apostrophe or a comma; and you get shivers just thinking about when to use who  and when to use whom ?
         

         And your writing — well, forget about it! Your papers were covered in so much red ink that your instructors should have had
            stock in companies that manufactured it. What did not parallel  or dangling modifier mean, for heaven's sake? And what exactly were those transitional words you were supposed to add, not to mention the clichés
            you were to delete and the fragments you were to fix? Grrr!.
         

         If any of this rings true, The Everything® Grammar and Style Book, 2nd Edition  is just what the (grammar and writing) doctor ordered.
         

         First, let's have a little history. In Western culture, the study of grammar goes back many years — to the days of the ancient
            Greeks. As time passed, Greek influenced Latin, and Latin in turn influenced the Romance languages that sprang from it. English
            developed separately from Latin but was influenced in some ways by it. Even after it ceased to be an everyday language, Latin
            was considered the language of the learned because it was still used in churches and scientific circles.
         

         In the early days of modern English, writers hoped the language would be more standardized and refined, so they began publishing
            books of grammar. English, of course, traveled across the Atlantic with settlers who came to the colonies, and as schools
            here were established and grew, so did grammar studies. The works of one-time colonist Lindley Murray, the “Father of English
            Grammar,” became major forces in grammar for many years. (Incidentally, Murray had a little trouble with the American Revolution
            — he was a Loyalist, and he fled to England after the United States won the war — but the books he published there were even
            more popular in the land he had abandoned.) Books on grammar and writing have been published ever since.
         

         All of this brings us to your study of grammar and writing, using The Everything® Grammar and Style Book, 2nd Edition . Save yourself a little time by noting that this book has three main parts: grammar, types of writing, and vocabulary. In
            the first part of the book, you'll find grammar rules spelled out in an easy-to-understand format. Impossible, you say, for
            someone with brain freeze about grammar? Just take a little time to look and you'll see how easy correct grammar — and punctuation
            and usage — really can be.
         

         The middle of the book details many types of writing that may interest you or may be a requirement for your academic life
            or your employment. In this section, you'll also find a number of ways to devise and develop ideas for your writing, as well
            as suggestions for revising and proofing your material to make it shine.
         

         New to this edition of The Everything® Grammar and Style Book  are its last chapters; these deal with vocabulary, both English and foreign words that are commonly used in material written
            in English. You can use all of this information to add flavor to your own writing.
         

         Interspersed in all the chapters are addresses of Internet sites that provide interactive quizzes (but don't worry — no grades!)
            on different segments in the chapters. A special feature of this book is the shortened URLs that I devised in order to save
            you the frustration of possibly mistyping those URLs that seem to go on forever. All of the shorter forms begin with tinyurl.com/ , followed by a combination of just six additional letters and/or numbers, so you'll have far fewer characters to type than
            with the conventional URL.
         

         At the end of each chapter is a section called Checkpoint, which you can use to test yourself on various points highlighted
            in the chapter. (Again — no grades!)
         

         So, are you ready to overcome those leftover fears or uncertainties? Come on and jump right in — the grammar's fine (or it
            will be soon)!
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         What's in a Word?

         Let's begin our explorations into the wonderful world of grammar and style with the most elemental unit through which you
            communicate meaning: the word. A single word includes a world of significance.
         

         
Spelling It All Out 
         

         You probably remember a few rules about spelling from your elementary school days. The poem that most students deem unforgettable
            is this one:
         

         
            I before e, 
            

         

         
            Except after c, 
            

         

         
            Or when sounded as a , 
            

         

         
            As in neighbor  or weigh . 
            

         

         That's certainly a helpful mnemonic — most of the time. It works for words such as beige, ceiling, conceive, feign, field, inveigh, obeisance, priest, receive, shield, sleigh , and weight .
         

         But take a look at these words that don't follow the rule from the poem: ancient, caffeine, codeine, conscience, deify, deity, efficient, either, feisty, foreign, forfeit, height, heist, kaleidoscope,
               leisure, nucleic, protein, reimburse, reincarnation, science, seize, sleight, society, sovereign, species, sufficient, surfeit , and weird .
         

         You see enough exceptions to wonder about the rule, don't you?

         
            [image: illustration]

            You do know, of course, not to rely on the spell check feature of your word processor to catch all your spelling mistakes.
               Off coarse ewe due. Ewe no the programme that ewe ewes two cheque mite look threw and thru an knot find awl your miss takes.
               An it wont tell ewe what ewe kneed too change the word two.
            

         

         Here are some rules that generally apply to English nouns. (Note the word generally .) English has adopted words from many languages, and those languages have differing ways of changing word forms. That means,
            unfortunately, that every rule will have an exception (and probably more than one, as you've seen). Although the whole enchilada
            can be pretty confusing, these rules provide you with some useful guidelines for making your spelling decisions.
         

         
Making More: Forming Plurals of Nouns 
         

         Let's say you're making a list of items from your home to take to a local charity. Are you donating two chairs or two chaires?
            three clocks or three clockes? five knives or five knifes? a picture of six deers or a picture of six deer? You get the picture;
            plurals in English are formed in any number of ways.
         

         
            	
               To form the plural of most English words that don't end in -s , -z , -x , -sh , -ch , or -ss , add -s  at the end:
               

               desk = desks, book = books, cup= cups

            

            	
               To form the plural of most English words that end in -s , -z , -x , -sh , -ch , and -ss , add -es at the end:
               

               bus = buses, buzz = buzzes, box = boxes, dish = dishes, church = churches, kiss = kisses

               Exceptions to this rule include quizzes, frizzes , and whizzes . (Note the doubled -z .)
               

            

            	
               To form the plural of some English words that end in -o , add -es  at the end:
               

               potato = potatoes, echo = echoes, hero = heroes

               To make things interesting, other words that end in -o  add only -s  at the end:
               

               auto = autos, alto = altos, two = twos, zoo = zoos

               And — just to keep you on your toes — some words ending in -o  can form the plural in multiple ways:
               

               buffalo = buffalo/buffaloes/buffalos, cargo = cargoes/cargos, ghetto = ghettos/ghettoes

               When in doubt about which form to use, consult your dictionary (check to see if your instructor or company prefers a particular
                  dictionary) and use the plural form listed first.
               

            

            	
               To form the plural of most English words that end in a consonant plus -y , change the y  to i  and add -es: 
               

               lady = ladies, candy = candies, penny = pennies

            

            	
               To form the plural of most English words that end in a vowel plus -y , add -s: 
               

               joy = joys, day = days, key = keys

            

            	
               To form the plural of most English words that end in -f  or -fe , change the f  to v  and add -es: 
               

               knife = knives, leaf = leaves, wife = wives

               Some exceptions to this rule (didn't you know there would be exceptions?) include chef, cliff, belief, tariff, bailiff, roof , and chief . All simply add -s  to form their plural.
               

            

            	
               Some words form their plurals in ways that defy categories:

               child = children, mouse = mice, foot = feet, person = people, tooth = teeth, ox = oxen

            

            	
               And — to confuse matters further — some words are the same in both singular and plural:

               deer, offspring, crossroads

            

         

         
            [image: illustration]

            What's odd about these nouns: ides, means, mathematics, outskirts, goods, economics, cattle, clothes, alms  ?
            

            They're among the nouns that don't have a singular form.

         

         At the end of this chapter, you'll find spelling rules about prefixes and suffixes.

         Many words that have come into English from other languages retain their original method of constructing plurals. Here are
            some of them:
         

         
            
               
               
            
            
               
                  	
                     Latin 
                     

                  
                  	
                     

                  
               

               
                  	
                     one alumnus 
                     

                  
                  	
                     two alumni 
                     

                  
               

               
                  	
                     one radius 
                     

                  
                  	
                     two radii 
                     

                  
               

            
         

         
            
               
               
            
            
               
                  	
                     Greek 
                     

                  
                  	
                     

                  
               

               
                  	
                     one analysis 
                     

                  
                  	
                     two analyses 
                     

                  
               

               
                  	
                     one diagnosis

                  
                  	
                     two diagnoses

                  
               

            
         

         
So Many Rules !
         

         These are just some of the rules of spelling, but you'll find lots of others. Many Internet sites are devoted to spelling
            rules. Just type in “English spelling rules” on a major search engine, and you'll get scores of hits.
         

         Make sure that any site you visit pertains to spelling rules for American English rather than British English; as you'll discover,
            there's quite a difference. Also, depending on your background, you may find it helpful to look at Internet sites that deal
            with English as a foreign language.
         

         
The English Way 
         

         You probably know the meanings of some words are different in Britain than in the United States, such as the British usage
            of chips  for what Americans call French fries  and lorry  for what Americans call a truck . But are you aware that the two languages have many variations in spelling as well? A few of the differences between American
            English and British English are these:
         

         
            
               
               
            
            
               
                  	
                     American English

                  
                  	
                     British English

                  
               

            
            
               
                  	
                     airplane

                  
                  	
                     aeroplane

                  
               

               
                  	
                     center

                  
                  	
                     centre

                  
               

               
                  	
                     check

                  
                  	
                     cheque

                  
               

               
                  	
                     color

                  
                  	
                     colour

                  
               

               
                  	
                     draft

                  
                  	
                     draught

                  
               

               
                  	
                     jail

                  
                  	
                     gaol

                  
               

               
                  	
                     plow

                  
                  	
                     plough

                  
               

               
                  	
                     spelled

                  
                  	
                     spelt

                  
               

               
                  	
                     theater

                  
                  	
                     theatre

                  
               

               
                  	
                     tire

                  
                  	
                     tyre

                  
               

            
         

         
Mind-Blowing Mnemonics 
         

         Let's face it — sometimes spelling rules just don't sink in. The English language has too many rules, and almost all of them
            have so many exceptions that learning them may not seem worth your time or trouble.
         

         So how can you learn to spell properly? Many people create mnemonics (memory aids) to help them spell correctly. Listed here
            are some commonly misspelled words and suggested mnemonic forms to help you remember the right spelling.
         

         After looking at these mnemonics, try developing some of your own for words that you often misspell (of course, look up the
            words in the dictionary first to get the right spelling). For mnemonics for some commonly confused words, see Chapter 12.
         

         
            	
               abundance:  Is it -ance  or -ence ? Remember: “An abundance  of people can dance .”
               

            

            	
               ache:  Remember the first letter of each word of this sentence: A ches C an H urt E verywhere.
               

            

            	
               acquire:  Most misspellings omit the c . Remember: “I want to AC quire A ir C onditioning.”
               

            

            	
               across:  One c  or two? Remember: “Walk across a cross  walk.”
               

            

            	
               address:  One d  or two? Remember: “I'll add  you to my add ress book.”
               

            

            	
               aisle:  Remember the first letter of each word of this sentence: “A thletics I n S tadiums L ooks E asy.”
               

            

            	
               Arctic:  Remember the first letter of each word of this sentence: “A  R eally C old T ime I s C oming.”
               

            

            	
               believe:  Remember: “Don't beli eve a lie .”
               

            

            	
               business:  Remember: “I often take the bus in  my busin ess.”
               

            

            	
               calendar:  Remember: “JA nuA ry is the first month of the cA lendA r.”
               

            

            	
               cemetery:  Remember: “E pitaphs are in a cE mEtE ry.”
               

            

            	
               defendant:  Remember: “At a picnic, it's hard to defend  an ant .”
               

            

            	
               dilemma:  Remember: “Emma  faced a dilemma .”
               

            

            	
               doctor:  Remember: “Get me to the doctOR  OR  else!”
               

            

            	
               environment:  Remember: “Lots of IRON  is in the envIRON ment.”
               

            

            	
               equivalent:  Remember: “Is ALE  the equivALE nt of beer?”
               

            

            	
               escape:  Remember: “It's es sential to es cape.”
               

            

            	
               especially:  Remember: “I ESP ecially enjoy ESP .”
               

            

         

         
            [image: illustration]

            Are you as exasperated with spelling as the famous playwright George Bernard Shaw was? Calling attention to various irregularities
               in spelling and pronunciation, Shaw once pointed out that ghoti  was the correct way to spell fish . How could that be? In the word enough , he said, the letters gh  make an f  sound. In women , the o  makes an i  sound. In fiction , the ti  makes an sh  sound. Therefore ghoti  is how fish  really should be spelled.
            

         

         
            	
               exceed:  Remember: “Don's excEED  the spEED  limit.”
               

            

            	
               expensive:  Remember: “Those pens  were expens ive.”
               

            

            	
               familiar:  Remember: “That liar  looks familiar .”
               

            

            	
               February:  “Remember: “BR r, it's cold in Febr uary.
               

            

            	
               generally:  Remember: “The general  is your ally .”
               

            

            	
               grammar:  Remember: “Bad gramMAR  will MAR  your chances for a good job.”
               

            

            	
               handkerchief:  Remember: “Hand  the chief  a hand kerchief .”
               

            

            	
               hindrance:  Remember the first letter of each word of this sentence: “H al I s N ot D riving R ight A nd N obody C an E xplain.”
               

            

            	
               hoarse:  Remember: “When you're hoarse , you feel as if you have oars  in your throat.”
               

            

            	
               indispensable:  Remember: “That sable  coat is indispensable .”
               

            

            	
               knowledge:  Remember: “I know  that ledge  is dangerous.”
               

            

            	
               loneliness:  Remember: “ELI  is known for his lonELI ness.”
               

            

            	
               maintenance:  Remember: “The main ten  student workers got an A  in maintena nce.”
               

            

            	
               maneuver:  Remember the word is spelled with the first letter of each word of this sentence: “M ary A nd N ancy E at U gly V egetables — E ven R adishes.”
               

            

            	
               marriage:  Remember: “You have to be a certain age  for marriage .”
               

            

            	
               mortgage:  Remember: “Mort  thought his mortgag e rate was a gag .
               

            

         

         
            [image: illustration]

            Haplography is the accidental omission of a letter or letter group that should be repeated in writing, as in mispell  for misspell . Haplology is the spoken contraction of a word by omitting one or more letters or syllables (as in libary  for library ).
            

         

         
            	
               niece:  Remember the first letter in each word of this sentence: “N iece I rma E xpects C ute E arrings.”
               

            

            	
               parallel:  Remember: “Two parall el lines are in the middle of parallel .”
               

            

            	
               peculiar:  Remember: “That peculiar  fellow is a liar .”
               

            

            	
               rhythm:  Remember: “Two syllables, two hs .”
               

            

            	
               roommate:  Remember: “Two roommates, two ms .”
               

            

            	
               separate:  Remember: “There's ARAT  in separat e.”
               

            

            	
               sincerely:  Remember: “Can I sincerely  RELY on you?”
               

            

            	
               skiing:  “SkII ng has two ski poles in the middle.”
               

            

            	
               subtle:  Remember the first letter of each word of this sentence: “S ome U gly B oys T hrew L ogs E verywhere.”
               

            

            	
               surprise:  Remember: “U R  surprised when you receive a sUR prise.”(Sound it out!)
               

            

            	
               villain:  Remember: “A VILLA in is in this VILLA .”
               

            

            	
               Wednesday:  Remember: “Try to wed  on Wed nesday.”
               

            

            	
               weird:  Remember the first letter in each word of this sentence: “W eird E ddie I s R eally D aring.”
               

            

            	
               wholly:  Remember: “HOLLY  is in wHOLLY .”
               

            

         

         
Unlocking the Secrets of Root Words, Prefixes, and Suffixes 
         

         A number of the words we use today are shaped from prefixes, root words, and suffixes that originally came from many other
            languages, especially Latin, Greek, Old English, and French. By learning some of these, you can analyze unfamiliar words,
            break them down into their component parts, and then apply their meanings to help unlock their definitions.
         

         Root words (base words) can add either prefixes or suffixes to create other words. Take, for instance, the root word bene , meaning good . If you add various prefixes (letters that come at the beginning of a word) and suffixes (letters that come at the end of
            a word) to bene , you can create other words such as benefit, benevolent, benediction , and unbeneficial . Each prefix and suffix has a meaning of its own; so by adding one or the other — or both — to root words, you form new
            words. You can see the root word bene  in each of the new words, and each of the new words still retains a meaning having to do with good , but the prefix or suffix changes or expands on the meaning. (The prefix un- , for instance, means “not.” That gives a whole new meaning — an opposite meaning — to the word unbeneficial .)
         

         In another example, look at the root word chron , which comes from Greek and means time . Adding the prefix syn-  (meaning together with ) and the suffix -ize  (meaning to cause to be ) creates the modern word synchronize , which means to set various timepieces at the same time . Use a different suffix, -ology , meaning the study of , and you have chronology , which means the study that deals with time divisions and assigns events to their proper dates .
         

         Interesting, too, is the way ancient word forms have been used to create words in modern times. Two thousand years ago, for
            instance, no one knew there would be a need for a word that meant sending your voice far away  — but that's what the modern word telephone  means. It's a combination of tele , meaning distant or far away , and phon , meaning voice or sound .
         

         In Appendix B, you'll find other common root words and some examples of modern English words that incorporate them.

         
The Last Word on Spelling 
         

         Here are some rules for spelling words to which prefixes or suffixes have been added.

         
            	
               Words that end in -x  don't change when a suffix is added to them:
               

               fax = faxing, hoax = hoaxed, mix = mixer

            

            	
               Words that end in -c  don't change when a suffix is added to them if the letter before the c  is a, o, u , or a consonant:
               

               talc = talcum, maniac = maniacal

            

            	
               Words that end in -c  usually add k  when a suffix is added to them if the letter before the c  is e  or i  and the pronunciation of the c  is hard:
               

               picnic = picnickers, colic = colicky, frolic = frolicking

            

            	
               Words that end in -c  usually don't change when a suffix is added to them if the letter before the c  is e  or i  and the pronunciation of the c  is soft:
               

               critic = criticism, clinic = clinician, lyric = lyricist

            

            	
               Words that end in a single consonant immediately preceded by one or more unstressed vowels usually remain unchanged before
                  any suffix:
               

               debit = debited, credit = creditor, felon = felony

               Of course, you'll find exceptions, such as:

               program = programmed, format = formatting, crystal = crystallize

            

            	
               When a prefix is added to form a new word, the root word usually remains unchanged:

               spell = misspell, cast = recast, approve = disapprove

               In some cases, however, the new word is hyphenated. These exceptions include instances when the last letter of the prefix
                  and the first letter of the word it's joining are the same vowel; when the prefix is being added to a proper noun; and when
                  the new word formed by the prefix and the root must be distinguished from another word spelled in the same way but with a
                  different meaning: anti-institutional, mid-March, re-creation (versus recreation).
               

            

            	
               When adding a suffix to a word ending in -y , change the y  to i  when the y  is preceded by a consonant:
               

               carry = carrier, irony = ironic, empty = emptied

               This rule doesn't apply to words with an -ing  ending:
               

               carry = carrying, empty = emptying

               This rule also doesn't apply to words in which the -y  is preceded by a vowel:
               

               delay = delayed, enjoy = enjoyable

            

            	
               Two or more words that join to form a compound word usually keep the original spelling of each word:

               cufflink, billfold, bookcase, football

            

            	
               If a word ends in -ie , change the -ie  to -y  before adding -ing :
               

               die = dying, lie = lying, tie = tying

            

            	
               When adding -full  to the end of a word, change the ending to -ful :
               

               armful, grateful, careful

            

         

         
            [image: illustration]

            Take a look at these Web sites for spelling rules, which range from very elementary to quite detailed.

            
               
                  
                  
               
               
                  
                     	
                        tinyurl.com/y93yvj 
                        

                     
                     	
                        tinyurl.com/y8hr56 
                        

                     
                  

                  
                     	
                        tinyurl.com/yyvbmu 
                        

                     
                     	
                        

                     
                  

               
            

            To test yourself with homonyms (words that sound alike but are spelled differently and have different meanings), try the online
               test at: tinyurl.com/toupk .
            

         

         
Checkpoint 
         

         Circle the correct plural for the following words. Check your answers in Appendix D.

         
            
               
               
               
            
            
               
                  	
                     
                        	
                           wizard

                        

                        	
                           penny

                        

                        	
                           wife

                        

                        	
                           ox

                        

                        	
                           deer

                        

                     

                  
                  	
                     wizards

                     pennys

                     wifes

                     oxes

                     deer

                  
                  	
                     wizzards

                     pennies

                     wives

                     oxen

                     deers

                  
               

            
         

         Circle the correct spelling of the following words:

         
            
               
               
            
            
               
                  	
                     6. abundance

                  
                  	
                     abundence

                  
               

               
                  	
                     7. believe

                  
                  	
                     beleive

                  
               

               
                  	
                     8. defendant

                  
                  	
                     defendent

                  
               

               
                  	
                     9. envirnment

                  
                  	
                     environment

                  
               

               
                  	
                     10. February

                  
                  	
                     Febuary

                  
               

               
                  	
                     11. grammer

                  
                  	
                     grammar

                  
               

               
                  	
                     12. knowledge

                  
                  	
                     knowlege

                  
               

               
                  	
                     13. rhythm

                  
                  	
                     rythm

                  
               

               
                  	
                     14. seperate

                  
                  	
                     separate

                  
               

               
                  	
                     15. villian

                  
                  	
                     villain
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         Cracking the Code of Punctuation

         Surely it's been awhile since you were introduced to punctuation rules. In elementary school, you learned that each punctuation
            mark sends a certain message. By applying the “code” of punctuation and capitalization properly, your readers are able to
            understand your words in the way you intended.
         

         
Avoiding the Problem of Miscommunication 
         

         When readers and writers don't use the same format — the same code — for applying capital letters and punctuation marks, confusion
            often results. Using the rules of the code enables you and your reader to understand the same things. Take a look at the following:
         

         
            when the envelope arrived i opened it and screamed this is it i yelled in a voice that was loud enough to wake up the whole
                  neighborhood running up from the basement my husband asked whats wrong nothings wrong i hastened to reply weve just become
                  the latest winners in the state sweepstakes now well have enough money to go on that vacation weve dreamed about 
            

         

         At this point you've probably given up trying to decipher what's being said. Obviously, the words are jumbled together without
            any capitalization or punctuation, so reading them requires both time and trouble on your part.
         

         
            [image: illustration]

            You shouldn't put a space between the last letter of the sentence and the end mark, but this mistake is commonly made. Other
               languages do insert a space, but in English the end mark comes immediately after the final word.
            

         

         However, if the story is rewritten and uses appropriate capital letters and punctuation marks, then it's a snap to read.

         
            When the envelope arrived, I opened it and screamed. “This is it!” I yelled in a voice that was loud enough to wake up the
                  whole neighborhood .
            

         

         
            Running up from the basement, my husband asked, “What's wrong?” 
            

         

         
            “Nothing's wrong,” I hastened to reply. “We've just become the latest winners in the state sweepstakes. Now we'll have enough
                  money to go on that vacation we've dreamed about.” 
            

         

         Much better, wouldn't you say? The same words are used, but now you can easily read and understand the story because capital
            letters and punctuation marks have been correctly inserted.
         

         
The End of the Road 
         

         Let's begin at the end — of sentences, that is. Three marks signal that a sentence is over: a period, a question mark, and
            an exclamation point.
         

         
Points about Periods 
         

         A period is most often used to signal the end of sentence that states a fact or one that gives a command or makes a request.
            For example:
         

         
            The majority of the viewers stopped watching the program after the format was changed .
            

         

         
            Hand me the pen that rolled near you .
            

         

         If a sentence reports a fact that contains a question, a period should be used at the end. Look at this sentence:

         
            I wondered if you could join me tonight for a night on the town .
            

         

         The end punctuation should be a period because the sentence as a whole states a fact (that I'm wondering something) rather
            than asks a question. Periods are also used in abbreviations, such as Dr., Ms., Rev., i.e ., and et al .
         

         
            [image: illustration]

            If your declarative or imperative sentence ends with an abbreviation that takes a period, don't put an additional period at
               the end. Write:
            

            
               I'll be at your apartment to pick you up at 8 P.M .
               

            

            not

            
               I'll be at your apartment to pick you up at 8 P.M .
               

            

         

         
Answering Your Questions about Question Marks 
         

         News flash:  Question marks go at the end of direct questions and sentences that end in questions. But you knew that, didn't you? Couldn't
            that information have been left out? You get the picture, don't you? Surely the point has sunk in by now, hasn't it?
         

         A question mark is also used to show that there's doubt or uncertainty about something written in a sentence, such as a name,
            a date, or a word. In birth and death dates, such as (?–1565), the question mark means the birth date hasn't been verified.
            Look at this example:
         

         
            The police are searching for Richard-O (?) in connection with the crime .
            

         

         Here, the question mark means that the author is uncertain about the person's name. But look at this example:

         
            Paul said he would donate five thousand dollars (?) to the charity .
            

         

         The question mark means that the author is unsure about the exact amount of the donation.

         Watch to see if a question mark is part of a title. If it is, be sure to include it in any punctuation that goes with the
            title:
         

         
            I won't watch that new television program Can You Believe It? 
            

         

         
            [image: illustration]

            Remember question marks go inside quotation marks if the quoted material forms a question. Otherwise, question marks go outside
               quotation marks. Notice the difference in these examples:
            

            
               Brendan asked, “Where in the world are those reports?” 
               

            

            
               Did Brendan say, “I thought I gave you the reports”? 
               

            

         

         If you have a series of questions that aren't complete sentences, a question mark should be included after each fragment:

         
            Can you believe that it's ten below zero? or that it's snowing? or that my electricity has gone off? or that the telephone
                  has gone out? 
            

         

         
They're Here! Exclamation Points 
         

         Another news flash:  Exclamation points (exclamation marks) are used to express strong feelings! There's quite a difference between these two
            sentences:
         

         
            Out of the blue, Marsha called Morris last night .
            

         

         
            Out of the blue, Marsha called Morris last night! 
            

         

         The second sentence tells readers that there was something extraordinary about the fact that Marsha called Morris.

         
            [image: illustration]

            Only in informal writing should you use more than one question mark or exclamation mark:

            
               Is this picture of our former roommate for real???? 
               

            

            or

            
               I can't believe that our former roommate is featured in  Playboy!!!
               

            

         

         In formal writing, don't use exclamation points (unless, of course, you're quoting a source or citing a title — or working
            for a tabloid magazine). In informal writing, you might include exclamation points after information that you find to be remarkable
            or information that you're excited about:
         

         
            Paul said that he would donate five thousand dollars (!) to the charity .
            

         

         or

         
            Paul said that he would donate five thousand dollars to the charity! 
            

         

         Check to see if an exclamation point is part of a title. If it is, be sure to include it:

         
            I won't watch that new television program  I Can't Believe It!
            

         

         
May I Quote You on That? 
         

         Use quotation marks (“ ”) at the beginning and ending of words, phrases, or sentences to show which words belong to you (the
            writer) and which belong to someone else.
         

         The term double quotes  is synonymous with quotation marks . You'll learn about single quotes (‘ ’) later.
         

         The most common use of quotation marks is to show readers the exact words a person said, in the exact order the person spoke
            them. This is called a direct quotation. Note the difference in the following sentences:
         

         Direct Quotation 
         

         Amber Posey said, “Give me the book.”

         Indirect Quotation 
         

         Amber Posey said to give her the book.

         Direct Quotation 
         

         Carla Fenwick replied, “I don't have the book.”

         Indirect Quotation 
         

         Carla Fenwick replied she didn't have the book.

         The same meaning is conveyed either way, but the quotation marks tell readers the words are stated exactly as they were spoken.

         One of the most common mistakes that's made with quotation marks is to use them immediately after a word such as said  or asked . Quotation marks are used correctly  in sentences like these:
         

         
            Harry asked, “Anna, will you pass me the butter?” 
            

         

         
            Anna said, “We don't have any butter.” 
            

         

         The mistake comes in sentences that are indirect quotations (that is, the words after said, asked , and so on aren't the exact words, in the exact order, that the speaker used).
         

         Consider this sentence, which gives the same information about Harry and Anna:

         
            Harry asked if Anna would pass him the butter .
            

         

         The mistake often made is to punctuate that sentence this way:

         
            Harry asked, “If Anna would pass him the butter.” 
            

         

         But the words inside the quotation marks aren't the exact words, in the exact order, that Harry used. Since these aren't the
            exact words, quotation marks can't be used.
         

         
To Help You Along: Some Guidelines 
         

         Guideline #1 . Every time you change speakers, indent and start a new paragraph, even if the person quoted is just saying one word. This
            is the signal for readers to keep straight who's saying what. Take a look at this sequence:
         

         
            When the telephone rang, Nick picked up the receiver and said, “Hello.” Nora screamed into her end of the phone, “Who is this?”
                  “Nick.” “Nick who?” “Well, who is this?” “You know darned well who this is. You've sure called me often enough to know the
                  sound of my voice!” “Huh?” “That's right. I'm hopping mad, and you know why.” 
            

         

         Are you confused yet? Written that way, readers can't follow who's saying what. The dialogue should start a new paragraph
            each time the speaker changes. Then readers can identify the speaker. This is the way the passage should be written:
         

         
            When the telephone rang, Nick picked up the receiver and said, “Hello.” 
            

         

         
            Nora screamed into her end of the phone, “Who is this?” 
            

         

         
            “Nick.” 
            

         

         
            “Nick who?” 
            

         

         
            “Well, who is this?” 
            

         

         
            “You know darned well who this is. You've sure called me often enough to know the sound of my voice!” 
            

         

         
            “Huh?” 
            

         

         
            “That's right. I'm hopping mad, and you know why.” 
            

         

         Guideline #2 . If you're quoting more than one sentence from the same source (a person or a manuscript), put the closing quotation marks
            at the end of the speaker's last sentence of that paragraph only , not at the end of each sentence. This helps readers know that the same person is speaking. For example:
         

         
            At the diner, Leslie said, “I'll start with a cup of coffee and a large orange juice. Then I want scrambled eggs, bacon, and
                  toast for breakfast. May I get home fries with that?” 
            

         

         No quotation marks come after juice  or breakfast . That tells readers that Leslie hasn't finished speaking.
         

         Guideline #3 . If you're quoting more than one paragraph from the same source (a person or a manuscript), put beginning quotation marks
            at the start of each paragraph of your quote and closing quotation marks only  at the end of the last paragraph. This lets readers know that the words come from the same source, without any interruption.
            Take a look at this example:
         

         
            The ransom letter read: 
            

         

         
            “We'll expect to receive the ransom money by this afternoon. You can get it from your Grandfather Moss. We know he's loaded .
            

         

         
            “Tell him not to try any funny stuff. We want the money in unmarked bills, and we don't want any police involved.” 
            

         

         At the end of the first paragraph the word loaded  isn't followed by quotation marks, and quotation marks are placed at the beginning and end of the second paragraph. This
            tells readers that the same person is speaking or the same source is being quoted. The closing quotation marks designate when
            the quotation ends.
         

         Guideline #4 . Use quotation marks to enclose the titles of short works (short poems, short stories, titles of articles from magazines
            or newspapers, essays, chapters of books, songs, and episodes of television or radio programs):
         

         
            To get the information for my book, I'm consulting a chapter called “The Art of Detection” from the book How Mysteries Are
                  Written .
            

         

         
            Mary Lynn and Pat decided their favorite song is “Love Letters,” from the CD  ABC and XYZ of Love.
            

         

         Guideline #5 . If you're using slang, technical terms, or other expressions outside their normal usage, enclose the words or phrases in
            quotation marks (alternately, you may put the words or phrases in italics):
         

         
            My grandmother didn't know if it was a compliment or an insult when I described my best friend as being “phat.” 
            

         

         
            In computer discussion groups, what does “start a new thread” mean? 
            

         

         Using the quotation marks lets readers know which particular words or phrases you're emphasizing.

         Guideline #6 . Remember that periods and commas go inside  closing quotation marks; colons and semicolons go outside  closing quotation marks. If you examine a work closely, you'll see that following this rule doesn't really look right (and
            it isn't adhered to in British English), but it's the correct punctuation in the United States. Look at this sentence:
         

         
            I was reading the short story “Scared Out of My Wits,” but I fell asleep in spite of myself .
            

         

         See the comma after Wits  and before the closing quotation marks? The actual title of the story is “Scared Out of My Wits” (there's no comma in the
            title). However, the sentence continues and demands a comma, so U.S. English requires a comma to be placed inside  the closing quotation marks. Now look at this sentence:
         

         
            I was reading the short story “Scared Out of My Wits”; I didn't find it to be scary at all .
            

         

         The semicolon is outside  the closing quotation marks after Wits .
         

         Guideline #7 . Deciding on placement of the two other end marks of punctuation — the question mark and the exclamation mark — is tricky:These
            go either inside  or outside  the closing marks, depending on what's being quoted. Take, for instance, a question mark. It goes inside  the closing quotation if what is being quoted is a question:
         

         
            Jica said, “Did you fall asleep reading the story?” 
            

         

         The words that Jica said form the question, so the question mark goes inside  the closing quotation mark to show readers what she said. Look at this example:
         

         
            Pat shouted, “I hope you know what you're doing!” 
            

         

         Again, the words that Pat said form the exclamation, so the exclamation mark goes inside the closing quotation marks. Now
            take a look at this example:
         

         
            Did Martha say, “You must have fallen asleep”? 
            

         

         Now that the words that Martha said (“You must have fallen asleep”) don't form a question; the sentence as a whole does. The
            question mark goes outside the closing quotation marks to show readers that.
         

         
            Martha actually said, “You must be right”! 
            

         

         Again, the words that Martha said don't form an exclamation; the sentence as a whole does (probably expressing surprise).
            The exclamation mark goes outside  the closing quotation marks to show readers that.
         

         What do you do when both the sentence as a whole and  the words being quoted form a question or an exclamation? Use only one  end mark (question mark or exclamation mark) and put it inside  the closing quotation marks. Look at this example:
         

         
            Did I hear Martha say, “Who called this afternoon?” 
            

         

         
Quotes Within Quotes: Single Quotation Marks 
         

         In the United States, single quotation marks are used for a quotation within a quotation:

         
            “Mark Lester said, ‘I'll be fine,’ but then he collapsed,” cried Marrin Wright .
            

         

         
            “I'm reading the story ‘Plaid Blazers and Other Mysteries,’” said Tara Hoggard .
            

         

         Do you see that what Mark said (“I'll be fine”) and the name of the short story (“Plaid Blazers and Other Mysteries”) would
            normally be enclosed with double quotation marks? But since these phrases come inside material that's already in double marks,
            you show readers where the quotation (or title) begins by using a single quotation mark.
         

         
            [image: illustration]

            Try the interactive quizzes on quotation marks at this Web site:

            tinyurl.com/ydyll7 
            

            Have some fun viewing misused quotation marks at links at tinyurl.com/yjkehp. 
            

         

         When not to use quotation marks with quotes: If you're using the writing guidelines from the Modern Language Association (MLA)
            or the American Psychological Association (APA), keep in mind that these groups have specific rules for block quotations (passages
            of a certain length). In spite of the fact that you're quoting, you don't use quotation marks. You do, however, have a definite
            format for letting readers know that the material you're citing is verbatim from the original text. Consult the specific guidelines
            for each group to see how to format this material.
         

         
Checkpoint 
         

         Decide which of the following sentences is punctuated correctly. Check your answers in Appendix D.

         
            	
               A. I asked myself if I'd done the right thing?

               B. I asked myself if I'd done the right thing.

            

            	
               A. Pat, Erin, and Ryan enjoy the revival of the television program What's My Line? 
               

               B. Pat, Erin, and Ryan enjoy the revival of the television program What's My Line .
               

            

            	
               A. When did the boss say, “Have that information this afternoon?”

               B. When did the boss say, “Have that information this afternoon”?

            

            	
               A. The neighbor shouted that the house was on fire.

               B. The neighbor shouted, “That the house was on fire.”

            

            	
               A. The bank robber said to, “Hand over the money.”

               B. The bank robber said, “Hand over the money.”

            

            	
               A. Jessica Page stated, “I have to get a gift card, a new coat, and some wrapping paper.” “Do you want me to pick up anything
                  for you?”
               

               B. Jessica Page stated, “I have to get a gift card, a new coat, and some wrapping paper. Do you want me to pick up anything
                  for you?”
               

            

            	
               A. So far, the hardest chapter in the book Why I Love Grammar  is titled “Quirky Quotation Marks.”
               

               B. So far, the hardest chapter in the book “Why I Love Grammar” is titled “Quirky Quotation Marks.”
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         More Fun with Punctuation

         Since you've mastered periods, question marks, exclamation points, and quotation marks, are you ready to take on a few more
            punctuation marks? The following shouldn't be too difficult, and this chapter makes the task as painless as possible.
         

         
The Dreaded Apostrophe 
         

         People often become confused about the purpose of apostrophes and end up using them in all sorts of creative ways. Perhaps
            you've done so yourself. If so, take heart, because you're certainly not alone. You can walk into almost any store and see
            signs like the following that feature the incorrect use of the apostrophe:
         

         
            Special price's this week! 
            

         

         
            Rent two movie's today! 
            

         

         
            Five can's for $4.00! 
            

         

         In these examples, none of the words that has an apostrophe needs one. Each is a simple plural, and you almost never need
            to use an apostrophe to denote a plural. Using an apostrophe correctly doesn't have to be difficult.
         

         There are three basic situations in which an apostrophe would be the correct choice:

         
            	
               contractions

            

            	
               possession

            

            	
               forming a plural (rare)

            

         

         Let's start with the easiest use of the apostrophe, the contraction.

         
Cutting It Short: Contractions 
         

         An apostrophe often indicates that at least one letter has been omitted from a word, and the word that's formed is called
            a contraction. For example, the contraction don't  stands for do not ; the o  in not  has been omitted. I'll  is a short form of I will ; in this case the wi  of will  has been omitted.
         

         Do you know the contractions formed from these words?
         
            
               
               
            
            
               
                  	
                     she will

                  
                  	
                     she'll

                  
               

               
                  	
                     you have

                  
                  	
                     you've

                  
               

               
                  	
                     he is

                  
                  	
                     he's

                  
               

            
         

         
            [image: illustration]

            Sometimes authors will use apostrophes in contractions to help readers understand dialect. For instance, an author might write,
               “Alice is goin' swimmin' today.” Readers understand that the final — gs  are omitted from going  and swimming , and that the author is trying to duplicate the type of speech (the dialect) a character uses.
            

         

         
What's Mine Is Yours: Possession 
         

         Before using an apostrophe to show possession, first make sure the phrase you're questioning actually denotes possession and
            isn't simply a plural. For instance, in the phrase the babies' rattles , the babies possess rattles (so an apostrophe indicates this to readers); however, in the phrase the babies in their cribs , the babies aren't possessing anything and an apostrophe isn't needed.
         

         Here are some guidelines to help you make sense of it all.

         Guideline #1 . If a singular noun doesn't end in -s , its possessive ends in -'s . Say what? Take a look at this sentence:
         

         
            The cars engine was still running .
            

         

         The word cars  needs an apostrophe to indicate possession, but where does the apostrophe go?
         

         Use this mental trick: Take the word that needs the apostrophe (cars ) and the word that it's talking about (engine ) and mentally turn the two words around so that the word you're wondering about is the object of a preposition. (This rule
            may be easier for you to understand this way: Turn the words around so that they form a phrase. Usually the phrase will use
            of, from, or belonging to .)
         

         When you change cars engine  around, you come up with engine of the car . Now look at the word car . Car  is singular and doesn't end in -s , so the original should be punctuated -'s. . You should have:
         

         
            The car's engine was still running .
            

         

         Try the trick again with this sentence:

         
            Donna Moores wallet was lying on the seat .
            

         

         Mentally turn Donna Moores wallet  around so that you have the wallet of (belonging to) Donna Moore .
         

         After you've turned it around, you have the words Donna Moore , which is singular (in spite of being two words) and doesn't end in -s . That lets you know that you need to use -'s . The sentence should be punctuated this way:
         

         
            Donna Moore's wallet was lying on the seat .
            

         

         
            [image: illustration]

            One of the most common mistakes with apostrophes comes with possessive pronouns (its, yours, his, hers, theirs, ours, whose ). Remember that the only one of these words that ever takes an apostrophe is its , and that happens only when the word means it is .
            

         

         Guideline #2 . When you have plural nouns that end in -s  (and most do), add an apostrophe after the final -s . This tells readers that you're talking about several people, places, or things. The same mental trick of turning the two
            words into a phrase applies.
         

         This sentence talks about two girls who had been reported missing:

         
            The girls coats were found at the bus station .
            

         

         Now just apply the trick. Take the phrase girls coats , and turn it around so that you have coats of (belonging to) the girls .
         

         When you've turned the phrase around this time, the word girls  ends in -s . This lets you know that you should add an apostrophe after the -s  in girls , so the sentence is punctuated this way:
         

         
            The girls' coats were found at the bus station .
            

         

         Although most English plurals end in -s  or -es , our language has a number of exceptions (and didn't you know there would be?), such as children, women, and deer . If a plural doesn't end in -s , the possessive is formed with an -'s  (that is, treat it as if it were singular).
         

         Again, the turnaround trick applies. Take the sentence:

         
            The childrens coats were covered with mud .
            

         

         Mentally turn childrens coats  into the phrase coats of the children . Since children  doesn't end in -s , its possessive would be -'s ; so the correct punctuation would be:
         

         
            The children's coats were covered with mud .
            

         

         So far, so good? You have just one tricky part left to consider. It concerns singular words that end in -s . Two ways of punctuating these words are common. Guideline #3 is used more often than Guideline #4, but many people find
            that Guideline #4 is easier to grasp. You'll have to ask instructors or employers if they have a preference as to which you
            should follow.
         

         Guideline #3 . If a singular word ends in -s , form its possessive by adding -'s  (except in situations in which pronunciation would be difficult, such as Moses  or Achilles ). Look at this sentence:
         

         
            Julie Jones information was invaluable in locating the missing girls .
            

         

         Applying the turnaround trick would make the phrase that needs the apostrophe read this way: information from Julie Jones .
         

         Guideline #3 would tell you that, since Jones  is singular and ends in -s , you'd form the possessive by adding -'s . Therefore, the sentence would be punctuated this way:
         

         
            Julie Jones's information was invaluable in locating the missing girls .
            

         

         However, you may be told to use another rule:

         Guideline #4 . If a singular word ends in -s , form its possessive by adding an apostrophe after the -s . In this case, the sentence would be written this way:
         

         
            Julie Jones' information was invaluable in locating the missing girls .
            

         

         If using Guideline #4 is okay with your teacher or employer, then you have to remember only two rules about placing the apostrophe
            in possessives:
         

         
            	
               After you mentally turn the phrase around, if the word in question doesn't end in -s , add -'s .
               

            

            	
               After you mentally turn the phrase around, if the word in question ends in -s , add an apostrophe after the -s .
               

            

         

         
Joint Versus Individual Possession 
         

         One use of apostrophes shows readers whether the people you're talking about possess (own) something jointly or individually.
            Take a look at this sentence:
         

         
            Jim and Allisons cars were stolen .
            

         

         The question is, did Jim and Allison own the cars together or separately? If, say, Jim and Allison were a married couple and
            they had the misfortune of having two of their cars stolen, then the sentence would be punctuated this way:
         

         
            Jim and Allison's cars were stolen .
            

         

         The possessive comes after the last person's name only . This usage tells readers that Jim and Allison had joint ownership of the cars.
         

         But maybe Jim and Allison were neighbors, and a rash of car thefts had taken place on their block. The sentence would then
            be punctuated this way:
         

         
            Jim's and Allison's cars were stolen .
            

         

         The possessive comes after both  names. This tells readers that Jim and Allison had separate ownership of the cars.
         

         
A Rare Occasion: Using an Apostrophe to Form a Plural 
         

         Take another look at the store signs mentioned at the beginning of this section that incorrectly used an apostrophe:

         
            Special price's this week! 
            

         

         
            Rent two movie's today! 
            

         

         
            Five can's for $4.00! 
            

         

         The words that have apostrophes are just plain ol' plurals; they don't show ownership in any way and so don't need apostrophes.
            (If you're unsure about whether you should use an apostrophe, ask yourself if the word in question owns or possesses anything.)
         

         Also, if you have proverbial expressions that involve individual letters or combinations of letters, use apostrophes to show
            their plurals.
         

         
            Dot your i's and cross your t's .
            

         

         In these examples, some style academic or company guides dictate that you shouldn't italicize the letter you're making plural;
            other guides take the opposite view. Be sure to consult the guide suggested by your instructor or company.
         

         Another time that you should use an apostrophe to form a plural is if your reader would be confused by reading an –s  alone (for instance, when an –s  is added to an individual letter or letter combination or to numbers used as nouns).
         

         
            s =s 's (instead of  s s )
            

         

         
            Write 7's (instead of 7s) in the graph .
            

         

         
            [image: illustration]

            For interactive quizzes on apostrophes, see these Internet sites:

            
               
                  
                  
               
               
                  
                     	
                        tinyurl.com/yffxje 
                        

                     
                     	
                        tinyurl.com/ydogxa 
                        

                     
                  

                  
                     	
                        tinyurl.com/rnted 
                        

                     
                     	
                        tinyurl.com/yx7rhc 
                        

                     
                  

               
            

         

         
Commendable Comma Comments 
         

         Commas are used more frequently than any other punctuation mark. Like all other punctuation marks, use a comma to keep your
            readers from being confused. When readers see a comma, they know a slight pause comes at that place in the sentence, and they
            can tell how particular words or phrases relate to other parts of the sentence. Take a look at this sentence:
         

         
            Will you call Mary Alice Lee and Jason or should I? 
            

         

         What's being said here? This sentence has entirely different meanings, depending on how commas are placed in it.

         
            Will you call Mary, Alice, Lee, and Jason, or should I? 
            

         

         
            Will you call Mary Alice, Lee, and Jason, or should I? 
            

         

         
            Will you call Mary, Alice Lee, and Jason, or should I? 
            

         

         
Using Commas with a Series 
         

         If you have a series of items, use a comma to separate the items. Take a look at this sentence:

         
            The convertible 2008 Ford and Chevy pickup were involved in a wreck .
            

         

         How many vehicles were involved? With the following punctuation, you'd see that three vehicles were involved.

         
            The convertible, 2008 Ford, and Chevy pickup… 
            

         

         However, this punctuation shows that only two vehicles were involved.

         
            The convertible 2008 Ford and Chevy pickup … 
            

         

         Use a comma between two or more adjectives (words that explain or describe or give more information about a noun or pronoun)
            that modify a noun (the name of a person, place, thing, or idea):
         

         
            The man in the torn, tattered jacket moved quickly through the crowded, unlit street .
            

         

         If the first adjective modifies the idea expressed by the combination of subsequent adjectives and the noun, then you don't
            need commas. Look at this sentence:
         

         
            Many countries don't have stable central governments .
            

         

         Since central governments  would be considered a single unit, you don't need to separate it from the adjective modifying it (stable)  with a comma.
         

         If you're using and, or, or nor  to connect all the items in the series, don't use commas:
         

         
            The flag is red and white and blue .
            

         

         
            The flag might be red or white or blue .
            

         

         
            The flag is neither red nor white nor blue .
            

         

         
            [image: illustration]

            Some style guides mandate that the final two items in a series (also referred to as the “serial comma,” “Harvard comma,” or
               “Oxford comma”) always be separated by commas; other guides dictate that it be eliminated, except in cases where the meaning
               would be misconstrued without it. You should find out which style your instructor or company prefers.
            

         

         
Using Commas with Compound Sentences 
         

         If you have two independent clauses (that is, two thoughts that could stand alone as sentences) and they're joined by but, or, yet, so, for, and , or nor  (use the mnemonic boysfan  to help you remember), join them with a comma:
         

         
            It was more than three hours past lunchtime, and everybody was grumbling about being hungry .
            

         

         The exception: You may eliminate the comma if the two independent clauses are short and if the sentence would still be clear
            without the comma. For example:
         

         
            We filled up with gas and we went on our way .
            

         

         If you have a simple sentence with a compound verb, don't put a comma between the verbs:

         
            I wanted to get some rest [no comma] but needed to get more work done .
            

         

         
Using Commas with Quoted Material 
         

         If a quoted sentence is interrupted by words such as he said  or she replied , use commas in this way:
         

         
            “For this contest,” he said, “you need three pencils and two pieces of paper.” 
            

         

         The first comma goes before the closing quotation mark and the second comma goes before the beginning quotation mark.

         If the words being quoted make up a question or an exclamation, don't include a comma:

         
            “Put that down right now!” Barry cried .
            

         

         
            [image: illustration]

            Avoid using a comma with words that are generally thought of as pairs — even if they're in a series. For instance, you'd write:

            
               I ate an apple, an orange, and peanut butter and jelly every day while I was in grade school .
               

            

            Since peanut butter and jelly are often though of as one food, don't put a comma after butter .
            

         

         
Using Commas with Clauses, Phrases, Appositives, and Introductory Words 
         

         Use commas to set apart clauses (groups of words that have a subject and a predicate), participle phrases (see Chapter 8),
            and appositives (words or phrases that give information about a noun or pronoun) that aren't necessary to the meaning of the
            sentence.
         

         Take a look at this sentence:

         
            The handsome man over there, the only one who works in the deli at Sam's Supermarket, has black hair and brown eyes .
            

         

         If you took out the clause the only one who works in the deli at Sam's Supermarket , you'd still have the same essential parts of the sentence. You don't need to know where the man works in order to learn
            his hair and eye color. (The nonessential part of this sentence is called a nonrestrictive clause. See Chapter 8 for more
            information.) Here's another way of looking at it: If you can take out the part in question (the part you're questioning for
            commas) and the sentence still makes sense, then you should use the commas. Now look:
         

         
            The only man who works in the deli at Sam's Supermarket was arrested for stealing four grapes and five apples .
            

         

         In this case, if you removed who works in the deli at Sam's Supermarket , you'd have The only man was arrested for stealing four grapes and five apples . That isn't the meaning of the original sentence. Remember: If you need the extra words for the meaning, you don't need
            the commas.
         

         Commas are also used after introductory words such as exclamations, common expressions, and names used in direct address that
            aren't necessary for the meaning of a sentence. If you have words that begin a sentence and you could understand the sentence
            without them, use a comma to separate them from the rest of the sentence. For example:
         

         
            Why, don't you look nice tonight! 
            

         

         
            Now, what was I supposed to remember? 
            

         

         
            If you must know, I have been dyeing my hair for the past ten years .
            

         

         A comma is also used before these same types of words and phrases when they appear at the end of a sentence, as long as they're
            not necessary for the meaning:
         

         
            Don't you think that new CD really rocks, Madison? 
            

         

         
            You're not going to the party, are you? 
            

         

         
            Call me back at your convenience, if you please .
            

         

         Use commas around words that interrupt a sentence (these words are called parenthetical expressions), as long as the words
            aren't necessary for the meaning:
         

         
            The answer to the next question, Paula, can be found on page thirty-six .
            

         

         
            This textbook, unlike the one I had before, is written in a style I can understand .
            

         

         Use a comma after an introductory verbal (a verbal is a participle, gerund, or infinitive) or verbal phrase:

         
            Weeping at the sight of the destruction, the news reporter broke down on camera .
            

         

         
            To try to regain her composure, Allison took several deep breaths .
            

         

         Use a comma after an introductory adverb clause. (An adverb clause is a group of words that has a subject and a verb, and
            describes a verb, adjective, or other adverb.) For example:
         

         
            Because Reagan didn't stop at the red light, she got a ticket .
            

         

         
            If Grant comes in town tonight, the whole family is going to get together for a picnic .
            

         

         
Using Commas in Addresses 
         

         When writing out a mailing address as text (not on separate lines), put a comma between the person's last name and the start
            of the street address, then after the street address, then between the city and the state. Don't put a comma between the state
            and the zip code. For example:
         

         
            Please remit the payment to Cooper Bartlett, 4238 Old Highway 41 North, Nicholasville, KY 42309 .
            

         

         If you're putting address information on separate lines, use a comma only between the city and state:

         
            Cooper Bartlett 
            

         

         
            4238 Old Highway 41 North 
            

         

         
            Nicholasville, KY 42309 .
            

         

         If you mention a city and state in text, put commas around the state:

         
            I have to visit Clinton, Iowa, on my next sales trip .
            

         

         The same is true if you mention a city and country; put commas around the country:

         
Using Commas in Dates 
         

         Put a comma after the day of the week (if you've stated it), the day of the month, and the year (if the sentence continues):

         
            John Abbott will meet you on Friday, February 22, 2008, at half past seven .
            

         

         If you're writing only the day and month or the month and year, no comma is necessary:

         
            John Abbott will meet you on February 22 .
            

         

         
            John Abbott will meet you in February 2008 .
            

         

         
Using Commas in Letters 
         

         Put a comma after the greeting (salutation) of all friendly letters and the closing of all letters:

         
            Dear Aunt Helen, 
            

         

         
            Sincerely, 
            

         

         
Using Commas with Titles or Degrees 
         

         If a person's title or degree follows his or her name, put commas after or around it:

         
            Please call Robert Householder, Ph.D., at your convenience .
            

         

         
            The deposition was given by Edward Shuttleworth, M.D .
            

         

         
            [image: illustration]

            A mistake that seems to be cropping up more and more is using a comma to separate a verb from its subject (As in “The flour,
               had been infested with bugs”). The comma after flour  should be eliminated.
            

         

         
Using Commas with Long Numbers 
         

         Using commas helps readers understand long numbers more easily. If, for instance, you read the number 1376993, you'd have
            to stop, count the numbers, and then group them in threes before you could understand the number. Using commas to divide the
            numbers makes for quicker interpretation:
         

         
            Is it my imagination, or does this book list 1,376,993 rules for commas? 
            

         

         
            [image: illustration]

            For interactive quizzes on commas, see these Web sites:

            
               
                  
                  
               
               
                  
                     	
                        tinyurl.com/yjy5br 
                        

                     
                     	
                        tinyurl.com/ybs2vn 
                        

                     
                  

                  
                     	
                        tinyurl.com/yg8wbs 
                        

                     
                     	
                        tinyurl.com/ygyml3 
                        

                     
                  

               
            

         

         
Checkpoint 
         

         Rearrange and write the following phrases to use a possessive. You may use either Guideline #3 or Guideline #4, depending
            on your instructor's or employer's preference: Check your answers in Appendix D.
         

         
            	
               the computer belonging to Chris

               ________________________________________________________

            

            	
               the chair belonging to Lois

               ________________________________________________________

            

            	
               the hairstyle of Mrs. Williams

               ________________________________________________________

            

            	
               the house of Mr. Harris

               ________________________________________________________

            

            	
               the cards belonging to Katherine Mears

               ________________________________________________________
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