Further rules for commas

a. To set off NONRESTRICTIVE ELEMENTS.

punctuation
(See Chapter 13 [page 171] for the basic

punctuation marks.)

(A non-restrictive element describes a noun but does not restrict, or limit, its meaning.)

Don’t use commas with restrictive elements.

(A restrictive element /imits the noun it describes: “The pastry I had this morning, with peach filling,

was not so good.”)

Example:

The pastry | had this morning at the
Corner Café, good with coffee, was
reasonably priced.

b. To set off transitional expressions

Exercise:

The lion frained by Gustavo
Escabaldo escaped from the zoo
at about 11:30 this morning, its
mane flying in the wind.

(A transitional expression, which links two ideas in a sentence together, shows the reader how one

idea relates to another, so that the sentence is one thought, one idea.)

Example:

They had several new pastries on
display this morning at the Corner
Café, for example, an [talian kind
that looked divine!
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Exercise:

When the lion escaped, the zoo
was open; even so, however, there
weren’t many guests yet.
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c. To set off parenthetical expressions

(A parenthetical expression adds some extra but non-essential information to the sentence. You could

set it off by parentheses, but the commas make it a more casual intrusion into the sentence.)

d. To set off contrasted elements

e. To set off absolute phrases

(An absolute phrase modifies the whole sentence)

f. To set off nouns of direct address

ings 12-17-10.indd 258 @ 12A47H0 9:58AM‘ —



| T T ®

APPENDIX 259

g. To set off interrogative tags

(You tag an interrogative tag on to a previous phrase or sentence, making a question [interrogative]

that emphasizes the previous phrase or sentence)

h. To set off mild interjections (see Chapter 4)

i. To set off the words “yes” and “no”

j To separate the elements of a complete date
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k. In addresses

1. With titles

m. With numbers (but not in years, zip codes, street numbers, telephone numbers)

n. To set off tag lines in direct quotations
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Indicates a pause in the sentence to separate parts of the sentence and to give emphasis to the part set

off with a dash, or to add something to the end of your sentence that you want to emphasize

Use the colon to:

* summarize, or restate what you've just written

’ --

* To add an idea that completes or explains or further describes what you've just written (an appositive).

* To introduce a quote
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e After a salutation in a formal letter:

 To indicate hours, minutes, and seconds:

* Or, to separate items such as:

¢ In math, between the numbers of a ratio:

Use the apostrophe to make a contraction, making one word out of two words
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Use parentheses for two things:

* To add some extra, nonessential thoughts to your sentence

* Use brackets to set off any words you insert into a direct quote

@ - -

* Use an ellipsis to indicate that you've left something out the middle of a direct quote
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* To indicate a hesitation or interruption in someone’s speech
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* To indicate an unfinished thought

/ Slash

* Use the slash to separate items that go together in a pair
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