PUNCTUATION TIP SHEET
Commas

1. Independent Clause, Coordinating Conjunction Independent Clause
I went to the store, so I bought bread.

2. Independent Clause; Adverbial Conjunction, Independent Clause
I went to the store; therefore, I bought bread.

3. Items in a series

I bought bread, milk, and cheese.

4. Introductory phrases

In the beginning, Sara wanted to be with him all the time.


     When Sara got there, she saw him dancing with Erica.

5. Interrupters 

Mike did, however, have a reason to be dancing with Erica.

Mike, who has studied ballroom dancing, wanted to show off his waltzing.

Erica, a pretty blond, had studied with Mike.

Semicolons

1. Independent Clause; Independent Clause
I went to the store; I bought bread.

2. Independent Clause; Adverbial Conjunction, Independent Clause
I went to the store; therefore, I bought bread.

3. Items in a series with commas

Marie invited her boss, Joe; her assistant, Mark; and her roommate, Ally.

Apostrophe

1. Show possession

Mike’s car

Delia’s book

Marcus’ CD

2. Contractions

can’t 
won’t 
     I’m
      shouldn’t
     she’ll
didn’t

Colon
1. After an independent clause when the material that follows is a list, an illustration, or an explanation.

Please order the following items: a dozen pencils, a stapler, three rolls of tape, and a dozen CD-ROMs.

2. Use a colon when writing the time in numbers

We have class at 10:30.
