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		INTRODUCTION: PUNCTUATION IS EASY, EXCEPT WHEN IT’S NOT

		Punctuate this:

		
			In general the writer who did well in college earning As and Bs knows that a young aspiring middle grade novelist has an equally good reason to join the writers group because what it is is a line up of super creative people who for conscience sake treat it like a sub group of their audience to gauge the readers sensibilities and practice copy editing something they started in the 1960s and 70s because it was in the founders words far out

		

		
			Did you put a comma after in general? Did you put commas after writer, college, Bs, and group? Did you put apostrophes in A’s, B’s, writers’, conscience’, readers’, ’70s, and founder’s? Did you put hyphens in middle-grade, super-creative, and sub-group? Did you put a dash before something? Did you put quotation marks around far out but insert a period between the word out and the closing quotation mark?
		

		
			
			If so, your passage probably looks a lot like this:
		

		
			In general, the writer, who did well in college, earning A’s and B’s, knows that a young aspiring middle-grade novelist has an equally good reason to join the writers’ group, because what it is is a line up of super-creative people who for conscience’ sake treat it like a sub-group of their audience to gauge the readers’ sensibilities and practice copy editing—something they started in the 1960s and ’70s because it was, in the founder’s words, “far out.”

		

		And you might think your polished, carefully punctuated passage is perfect. But you’d be wrong.

		
			The Los Angeles Times would disagree with your apostrophes in A’s and B’s. Per that newspaper, it should be A’s and Bs. The Chicago Manual of Style would disagree on different grounds: in that style, it should be As and Bs. Any book editor would swiftly change your copy editing to copyediting. Then there’s your punctuation of “far out.” Most editors outside the United States would swap the places of your period and closing quotation mark.
		

		
			It gets worse: your punctuation marks could even be creating factual errors. The writer, who did well in college refers to someone different than does the writer who did well in college. That comma changes the identity of the subject and even the number of people it represents because the writer who did well in college can refer to every student who did well in college.
		

		
			Are you really sure that just one founder called it far out? Or could those be the founders’ words? How sure are you that you’re talking about the readers’ sensibilities and not the reader’s sensibilities? Are you certain you want to leave line up as two unhyphenated words? Are you confident that an em dash is a better choice for setting off that final thought than parentheses or a colon? How would you explain your choice to leave a comma out of what it is is?
		

		
			How would you feel if, after leaving a comma out of young aspiring middle-grade novelist, you saw a highly respected publication use the same phrase except with a comma after young?
		

		
			
			On the surface, punctuation is simple stuff: a system of clear, well-documented rules we all learned in school. But when you sit down to write an article or a story or a business email or a blog post, suddenly it’s not so simple. One after another, situations arise in which the basic rules you thought you knew are no help at all. If you start looking for answers, it can get even more confusing. One of the most well-respected and influential style guides in the country will tell you to put just one comma in red, white and blue. But if you take that as gospel, you’ll be lost when you notice that nearly every book you pick up prefers to throw in another comma before the and, writing it red, white, and blue.
		

		And heaven help you if you start paying attention to how professional editors use hyphens.

		The truth is, punctuation can be very difficult. Professional writers don’t know it all. Even professional editors look things up, debate them with colleagues, and are sometimes still left guessing.

		
			No one knows everything there is to know about every punctuation mark, and no one is expected to. But that leaves any amateur or professional writer to ask: So what am I expected to know? Will I look stupid if I put a comma here or an apostrophe there? Or do even professional editors share my confusion on this matter?

		
			A lot of people assume that there’s a single correct answer for every punctuation conundrum. Either a comma belongs in a certain spot or it doesn’t. Either the possessive of James is formed by adding an apostrophe plus an s, or it’s formed by adding the apostrophe alone.
		

		
			The good news here is also the bad news: often there’s more than one right answer. Whether to use a certain punctuation mark can be a matter of choice—the writer’s way of emphasizing his meaning, creating rhythm, or making the words more pleasing to the eye. Other times these questions boil down to a matter of style—the kind with a capital S that’s laid down by one of the publishing world’s official playbooks. Still other times, there is only one correct choice, and if you fail to choose it, you can inadvertently change your meaning.
		

		The goal of this book is let you punctuate every sentence, even those that fall into the gray areas of punctuation rules or style differences, with complete confidence.

		What Is Style?

		
			In editing, style refers to the guidelines laid out by authorities like The Associated Press Stylebook, The Chicago Manual of Style, the Modern Language Association, the American Psychological Association, and any of the countless different in-house rules of specific publications and publishers. For example, large papers including the New York Times and the Los Angeles Times have their own in-house style guides. These style guides cover a broad range of issues, including grammar, word usage, and capitalization. But they also contain punctuation rules, and on these rules, the major guides often disagree. For example, for much of its history the New York Times put apostrophes in decades: 1970’s, 1980’s. Most other publications do not, clearly stating it should be 1970s, 1980s, and so on. The Los Angeles Times has its own rule for how to write African-American. Contrary to AP style and even the dictionary the newspaper follows, the Los Angeles Times dictates that its reporters write African American with no hyphen.
		

		
			Book publishing often writes its own rules, too, and these can be even more specific than newspapers’ in-house guides. Though most book editing follows The Chicago Manual of Style, book copy editors regularly create style sheets designed to govern a single book. These style sheets document the copy editor’s decisions on highly specific matters of punctuation as well as spelling and word choice—matters that may not be mentioned in the dictionary or the style guide—to assure that they’re handled consistently throughout the book. For example, a copy editor has to make a judgment call about whether a compound like green farming procedures requires a hyphen, and then note it in the style sheet to make sure it’s handled the same way throughout the book. Similarly, a style sheet for a novel in George R. R. Martin’s Song of Ice and Fire series would probably note that the books use the variant spelling grey to the preferred American spelling of gray and that ser and pease are to be used in place of sir and peas.
		

		
			
			Dictionaries pile on another layer of complexity. They disagree on many matters, especially the age-old conundrum of whether a term like underway or face-lift should be hyphenated, one word, or two words. What most people don’t know is that major style guides usually specify which dictionary users must follow. The Chicago Manual of Style suggests users refer to Merriam-Webster’s Collegiate Dictionary for all matters not specifically mentioned in the style guide. AP tells followers to fall back on Webster’s New World College Dictionary. The result? In book publishing a writer might use health care policy, whereas in newspaper publishing it’s healthcare policy—unless, of course, a house style sheet or style guide overrules the dictionary.
		

		
			For the writer, this can add up to some serious confusion. You could see green-farming procedures with a hyphen in one publication on the same day you see it without a hyphen in another. Unless you understand style differences and the subtle art of punctuation, you’re left to assume that one must be wrong. Because you don’t know which one, you don’t know how you should write it.
		

		
			This book attempts to provide answers for users in every punctuation situation in any of four major styles: book style, as reflected by The Chicago Manual of Style and its designated dictionary Merriam-Webster’s Collegiate; news style, as indicated by Associated Press Stylebook and its designated dictionary, Webster’s New World College Dictionary; science style, as influenced by the American Psychological Association and its preferred dictionary, Merriam-Webster’s Collegiate; and academic style, as outlined by the Modern Language Association, which does not designate a dictionary.
		

		Business writing often reflects news style, especially in press-release writing. For that reason it’s recommended that business writers consider following news style.

		
			Whenever a matter is so murky that the style guides and dictionaries provide no definitive answers, we turn to a Punctuation Panel—made up of professional copy editors working in news media and book publishing—for their opinions on how they would punctuate specific terms and sentences. Panel preferences are marked with the symbol +. The panelists were asked what they would do in each situation if they were editing the passage in question. As you will see, sometimes all the panelists agreed, sometimes a majority preferred a certain option, and sometimes the panel split, illustrating how professional editors respond when they have to rely on their own judgment. These Punctuation Panel decisions are offered as options, not recommendations. After you’ve seen what these working pros would do, feel free to decide for yourself.
		

		The goal is to show you every possible way to do it right so you can feel confident that you’re making the best choice for your own writing.

	
		HOW TO USE THIS BOOK

		This guide aims to be a comprehensive punctuation resource for all writers. Chapters discussing a single punctuation mark explain the basic rules of its usage. Rules that apply in all four of the major editing styles contain no symbol. Rules that vary from style to style use symbols to indicate the right choice for a specific type of writer:

		
			(B)

			Book-editing style, recommended for fiction writers, authors of nonfiction books, and writers of articles for popular magazines. These recommendations are based largely on the recommendations of The Chicago Manual of Style and its designated reference books, including Merriam-Webster’s Collegiate Dictionary.

			(N)

			News media and business writing style, based primarily on the Associated Press Stylebook and Webster’s New World College Dictionary.

			(S)

			Science style, based on the Publication Manual of the American Psychological Association and Merriam-Webster’s Collegiate Dictionary.

			(A)

			Academic style, recommended for college papers and academic articles and based on the MLA Handbook for Writers of Research Papers.

		

		For example, you will see this in the discussion of the serial comma:

		
			(B) (S) (A) When the final item in the series of words or phrases is preceded by a coordinating conjunction, especially and, insert a serial comma before the conjunction.

			
				They play football, basketball, and soccer.

			

		

		
			(N) When the final item in the series of words or phrases is preceded by a coordinating conjunction, especially and, do not insert a serial comma before the conjunction.

			
				They play football, basketball and soccer.

			

		

		
			These symbols are also used in the “Punctuation A to Z” section, where you will see notations like these:
		

		

(B) (N) half dollar

			(S) half-dollar

		

		
			When a style guide contains no guidance on a subject, it is excluded, as academic style is excluded from the half-dollar example above. When a style guide does not state a guideline outright yet nonetheless reveals a preference (including when evidenced in how the guide itself was edited), it is noted.
		

		
			Preferences of the Punctuation Panel are indicated with the + symbol.
		

		
			The punctuation guidelines in this book emphasize American style, which differs from British style most notably in that, in American style, a period or comma always comes before a closing quotation mark.
		

		
			
			Part II, Punctuation A to Z, provides an at-a-glance reference for punctuating commonly confused words and terms, as well as glossary-type entries on terms relevant to punctuation.
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		Apostrophe

		
			Apostrophes have two main jobs: they show possession, and they indicate omitted letters or numbers.
		

		
			Further, some styles allow you to use an apostrophe to form a plural when failure to do so could create confusion. For example, book-editing style advocates using apostrophes when making plurals out of lowercase letters, as in mind your p’s and q’s.
		

		Following are the basic rules for using apostrophes, followed by a list of style-specific exceptions.

		Apostrophe to Show Possession

		MOST SINGULAR NOUNS

		
			To form the possessive of a singular noun not ending in s, including proper names, add an apostrophe plus an s. Follow this practice of adding apostrophe plus s even if the word ends in x, z, ce, ch, or sh.
		

		
			the cat’s tail

			Emily’s grades

			the ax’s blade

			mace’s properties

			the hatch’s handle

			the quiz’s questions

		

		SINGULAR COMMON NOUNS ENDING IN S

		
			To form the possessive of a singular common noun ending in s, add an apostrophe plus s.
		

		
			the boss’s house

			the hostess’s job

			the boss’ sister

			the hostess’ station

		

		SINGULAR PROPER NOUNS ENDING IN S

		
			To form the possessive of a singular proper noun (name) ending in s

		
			
			(B) (S) (A) add apostrophe plus s.
		

		
			James’s house

			Serena Williams’s victory

		

		
			
			(N) add only an apostrophe.
		

		
			James’ house

			Serena Williams’ victory

		

		PLURAL NOUNS ENDING IN S

		
			To form the possessive of a plural noun ending in s, add only the apostrophe. (But see exceptions that follow.)
		

		
			the cats’ tails

			my grandparents’ house

			the girls’ grades

			the Smiths’ yard

		

		PLURAL NOUNS NOT ENDING IN S

		
			To form the possessive of an irregular plural noun that does not end in s, add an apostrophe plus s.
		

		
			the children’s nap time

			the geese’s migration

			the women’s restroom

			the data’s implications

		

		PLURALS OF FAMILY NAMES

		
			A note of caution about plurals of family names: though last names are subject to the same rules as those laid out above, they account for a surprising number of apostrophe errors. It’s common to see such errors as Happy holidays from the Smith’s, We’ll see you at the Miceli’s house, and Have you met the Norris’s daughter?

		There’s no mystery to getting these right. The basic rules of plurals and possessives apply. So the errors, which likely occur as a result of confusion, can be avoided simply by proceeding with caution. First, identify whether you’re referring to one person or more—that is, a singular or a plural.

		
			Mr. Smith plus Mrs. Smith equals two Smiths.

			Bob Wilson plus Sue Wilson together are the Wilsons.

		

		
			Names that end in s and similar sounds are the same except that they often use es to form the plural (just as many common nouns do: one boss, two bosses, one latch, two latches).
		

		
			one Norris, two Norrises

			one Walsh, two Walshes

			Bob Thomas and Sue Thomas are the Thomases

			Venus Williams and Serena Williams are Williamses

		

		
			Once you have identified whether you’re dealing with a singular like Smith or Williams or a plural like Smiths or Williamses, simply apply the basic rules of possessive formation: add apostrophe plus s for a singular or add an apostrophe only for a plural.
		

		
			The Smiths live in the Smiths’ house.

			I will visit Mr. Smith’s house.

			Bob and Sue Thomas live in the Thomases’ house.

			Bob Thomas’s house is on the corner.

			We’re visiting the home of the Walshes, so we’ll see you at the Walshes’ house.

			We’ll see you at Ms. Walsh’s house.

			Two Williamses are together researching the Williamses’ ancestry.

		

		Apostrophes with Proper Names

		
			
				Singular Possessive

				
					NAME NOT ENDING IN S

				Brian’s

				
					
					That is Brian’s hat.
				

				Smith’s

				
					
					That is Mr. Smith’s car.
				

				Chavez’s

				
					
					That is Mr. Chavez’s car.
				

				Miceli’s

				
					
					That is Mr. Miceli’s car.
				

				
					NAME ENDING IN S

				
					
					(B) (S) (A) James’s
				

				
					
					That is James’s car.
				

				
					
					(N) James’
				

				
					
					That is James’ car.
				

				
					
					(B) (S) (A) Jones’s
				

				
					
					That is Mr. Jones’s car.
				

				
					
					(N) Jones’
				

				
					
					That is Mr. Jones’ car.
				

			

			
				Plural

				
					NAME NOT ENDING IN S

				Brians

				
					
					There are two Brians in my class.
				

				Smiths

				
					
					There are two Smiths in my class.
				

				Chavezes

				
					
					There are two Chavezes in my class.
				

				Micelis

				
					
					There are two Micelis in my class.
				

				
					NAME ENDING IN S

				Jameses

				
					
					There are two Jameses in my class.
				

				Joneses

				
					
					There are two Joneses in my class.
				

			

			
				Plural Possessive

				
					NAME NOT ENDING IN S

				Brians’

				
					
					Both Brians’ test scores were high.
				

				Smiths’

				
					
					We visited the Smiths’ house.
				

				Chavezes’

				
					
					Both Chavezes’ test scores were high.
				

				Micelis’

				
					
					We visited the Micelis’ house.
				

				
					NAME ENDING IN S

				Jameses’

				
					
					Both Jameses’ test scores were high.
				

				Joneses’

				
					
					We visited the Joneses’ house.
				

			

		

		NO APOSTROPHE IN POSSESSIVE ITS

		
			Perhaps the most common punctuation error stems from confusion about it’s and its. People often erroneously assume that it’s is possessive because other possessive forms take apostrophe plus s: the dog’s tail, the house’s roof, the book’s cover. But the correct possessive form is its, with no apostrophe. Just as the possessives hers, his, ours, and theirs never take apostrophes, neither does the possessive its: the dog wagged its tail.
		

		NO APOSTROPHE IN POSSESSIVE HIS, HERS, YOURS, THEIRS, OR OURS

		
			These possessive forms never take an apostrophe: The job is hers. Instead of my car, we will take yours or theirs.
		

		EXCEPTIONS TO THE BASIC RULES FOR FORMING POSSESSIVES

		
			
			(B) A singular word that ends in s and that doesn’t change in the plural, such as politics, forms the possessive with an apostrophe only in both its singular and its plural forms: politics’ repercussions, economics’ failings, this species’ peculiar traits, those species’ peculiar traits.
		

		
			
			(B) A place, organization, or publication with a name that ends with a plural word ending in s takes only an apostrophe: United States’ boundaries, Chino Hills’ location, Better Homes and Gardens’ illustrations.
		

		
			
			(B) For … sake expressions that contain a singular noun ending in s, such as goodness, can take an apostrophe only: for goodness’ sake, for righteousness’ sake. (But note that words that end in ce, x, or other letters that create an s sound are punctuated normally, with an apostrophe plus an s: expedience’s sake, appearance’s sake.)
		

		
			
			(N) For … sake expressions that contain a singular noun ending in ce, such as convenience, take an apostrophe only: for conscience’ sake, for appearance’ sake.
		

		
			
			(S) If the final s in a singular word is silent, add apostrophe only: Descartes’ methods, Blanche Dubois’ journey, Arkansas’ policies (but not if the s is pronounced: Jesus’s teachings).
		

		
			
			(B) For all singular words ending in s, book style users can follow an alternative practice of applying the apostrophe only: James’ house, Serena Williams’ victory.
		

		SHARED VS. INDEPENDENT POSSESSIVES

		
			Whenever two or more nouns share possession of something, only the last noun takes the apostrophe and s.
		

		
			Bob and Jane’s house

			Bob and Jane’s friends (the friends belong to both Bob and Jane)

		

		
			Whenever each noun possesses something independently, each gets its own apostrophe and s.
		

		
			Bob’s and Jane’s jobs

			Bob’s and Jane’s friends (Bob and Jane have different friends)

		

		QUASI POSSESSIVES

		
			Quasi possessives are terms like a week’s vacation, two days’ notice, a dollar’s worth, and your money’s worth. These expressions are punctuated as possessives, taking an apostrophe.
		

		POSSESSIVES OF COMPOUND TERMS

		
			In multiword units such as anyone else, everyone else, teacher’s aide, attorney general, brother-in-law, queen mother, major general, and student driver, the possessive is applied to the last word.
		

		
			anyone else’s family

			everyone else’s experience

			the attorney general’s case

			my brother-in-law’s attitude

			the teacher’s aide’s schedule

			the queen mother’s duties

			the major general’s quarters

			the student driver’s experience

		

		
			
			The same rule applies if the compound is plural: simply put the possessive on the last word, regardless of which word takes the plural.
		

		
			the major generals’ quarters (quarters belonging to two or more major generals)

			the student drivers’ experience (the experience of two or more student drivers)

			the attorneys general’s responsibilities (the responsibilities of two or more attorneys general)

			my brothers-in-law’s attitudes (the attitudes of two or more brothers-in-law)

			the teacher’s aides’ schedules (schedules of two or more aides working for single teacher)

			the teachers’ aides’ schedules (schedules of two or more aides working for two or more teachers)

		

		
			Note that attorney general, brother-in-law, and similar terms like passerby form the plural by adding s to the first part of the term: one attorney general, two attorneys general; one passerby, two passersby. But this does not change the method for making them possessive. Regardless of which part of the term was made plural, the possessive marker still is placed at the end of the term: attorneys general’s, passersby’s.
		

		POSSESSIVE VS. ADJECTIVE FORMS

		
			If you’ve ever noticed teachers union, homeowners policy, couples massage, farmers market, or a similar term without an apostrophe, you may have assumed it was an error. But it was likely deliberate. Especially in news style, publications often opt to interpret teachers, farmers, etc. not as possessors but as adjectives (also called attributive forms). This is as much for aesthetic reasons as logical ones: some editors feel that the apostrophe clutters up the page and disrupts visual flow.
		

		
			Logically, the difference between farmers’ market and farmers market is that the apostrophe suggests the market is owned by the farmers whereas the absence of the apostrophe suggests the market is about the farmers. In many of these cases, the writer is free to choose either interpretation. But for certain terms, including farmers market, workers’ compensation, and teachers college, editing styles have special rules. See individual entries in “Punctuation A to Z.”
		

		
			Note that only plurals that end in s offer this option. Irregular plurals like men, women, children, sheep, and deer must take an apostrophe and s in these types of constructions:
		

		
			Right: A children’s hospital

			Wrong: A childrens hospital

			Wrong: A children hospital

			
				Right: The men’s department

			Wrong: The mens department

			Wrong: The men department

		

		
			The indefinite articles a and an before a plural usually preclude the possessive.
		

		
			Right: a Cubs game

			Wrong: a Cubs’ game

		

		
			This is because indefinite articles usually modify the same word that a possessive is modifying. So writing a Cubs’ game would pose the same logical problem as a Dave’s car or a Jane’s house.
		

		
			The definite article the, however, leaves open both options. The Cubs game could refer to the game that’s modified by Cubs as an adjective. But The Cubs’ game suggests the game belongs to the Cubs. So either form could be used.
		

		
			
			+ Punctuation Panel preferences for singular possessive, plural possessive, or attributive forms varied depending on the exact term. The following panel choices can serve as guidelines.
		

		
			Check your homeowner’s policy.

			Consult the owner’s manual.

			They had a girls’ night out.

			Ask about the chocolate lover’s package. (majority preference)

			Welcome to fashion lovers’ paradise. (majority preference)

			
				
				They got new logos for the boys’ team. (majority preference)
			

			
				
				They formed a teachers’ union. (book style experts’ preference)
			

			They formed a teachers union. (news style experts’ preference)

			
				
				He joined a taxpayers’ association. (book style experts’ preference)
			

			He joined a taxpayers association. (news style experts’ preference)

			
				
				We go to the weekly farmers’ market. (book style experts’ preference)
			

			We go to the weekly farmers market. (news style experts’ preference)

		

		POSSESSIVE WITH GERUND

		
			Choosing whether to use an apostrophe and s in a sentence like I appreciated Bob’s visiting or instead write it I appreciated Bob visiting can be difficult. The form with the apostrophe and s is sometimes called the possessive with gerund. The form without has been called the fused participle.
		

		
			The form with the apostrophe and s has historically been the preferred form of writing experts, many of whom have condemned the one without the apostrophe as incorrect. The major editing styles do not contain specific rules for choosing one of these forms, though book style does note that the possessive with gerund form is a legitimate choice.
		

		For a simple, safe guideline that can help you avoid criticism, consider this policy: opt for the possessive form whenever possible.

		
			I enjoyed Bob’s visiting.

			I appreciate your taking the time to meet with me.

			I appreciate his helping me with my homework.

			Jane’s ascending to the CEO position will be good for the company.

			Our getting along is important.

			The teacher’s shouting got their attention.

		

		DOUBLE POSSESSIVES

		
			Terms structured like a friend of Bob’s are called double possessives or sometimes double genitives. They’re called double because the word of is serving the same function as the apostrophe plus s. They’re both indicating possession. Compare the friend of Sue to Sue’s friend. They mean the same thing. For this reason, some have assumed that of combined with an apostrophe s form must necessarily be wrong—a redundancy. But editing styles allow these forms in certain cases.
		

		
			
			(B) In book style, writers can use a possessive after the word of anytime “one of several” is implied. So in book style, a friend of Sue’s is acceptable, as is a friend of hers.
		

		
			
			(N) News style permits the double possessive if it meets two conditions: (1) the word after of must be an animate thing, such as a person, and (2) the word before of has to refer only to a portion and not to all of the animate object’s possessions. So you could say friends of Sue’s attended only if you’re referring to some of her friends. If all her friends attended, news style requires the form friends of Sue attended.
		

		Apostrophes in Contractions and to Indicate Other Omitted Characters

		
			Apostrophes form contractions, indicating missing letters or numbers. For example, don’t is a contraction of do not, so its apostrophe is standing in for a missing o.
		

		
			In it’s, the apostrophe indicates a missing letter i in it is.
		

		
			In walkin’, the apostrophe represents a missing letter g, likely dropped as a clue to pronunciation, especially when the writer wants to convey a speaker’s accent.
		

		
			In decades, the apostrophe is used to indicate omitted numerals: The music of the ’80s. The family emigrated in the ’50s. In both these examples, the apostrophe indicates the missing numerals 1 and 9. In Bob drove an ’07 Camry, the apostrophe indicates an omitted 2 and 0 in the year 2007. Apostrophes are not used to form plurals of decades. The correct form in book, news, science, and academic styles is 1980s, not 1980’s.
		

		
			
			A few common contractions are irregular. For instance, won’t means will not and ain’t means am not or is not. For specific terms, including unusual expressions such as dos and don’ts and rock ’n’ roll, see the alphabetized listings in “Punctuation A to Z.”
		

		Contractions are formed the same way in the major editing styles: they always take apostrophes. The styles vary only in their view of when to use contractions.

		
			
			(S) (A) Academic and science writing tend to be more formal, so writers in these styles should avoid contractions. For example, opt for Smith did not attend instead of Smith didn’t attend.
		

		
			
			(B) (N) Contractions in news and book styles are more common and acceptable. Judgment calls on whether or not to use them are usually based on the general tone of the publication and the writer’s voice.
		

		CONTRACTED VS. POSSESSIVE’S

		
			Note that ’s can have two meanings. It can show possession, as in We took Bob’s car. Or it can be a contraction of is or has.
		

		
			
			Bob’s here means Bob is here. Bob’s been late twice this week means Bob has been late twice this week.
		

		The Direction of the Apostrophe

		
			When an apostrophe comes at the beginning of a word, many word-processing programs assume that the writer meant to type an open single quotation mark. This creates an error, with the apostrophe curving with its opening to the right, like the letter C, instead of to the left, like a comma. Not all fonts use a curved apostrophe. But if an apostrophe curves, it must curve with the opening to the left.
		

		The band was popular in the ’80s.

		In fonts that do not curve apostrophes or single quotation marks, this is not an issue. But in most fonts, the writer should take care that all apostrophes at the beginnings of words are not inadvertently changed to open single quotation marks.

		Capitalizing a Sentence That Begins with an Apostrophe

		
			When a sentence begins with an apostrophe, for example in a contraction like ’Twas or ’Tis, the first letter of the word should be capitalized: ’Tis the season to be jolly.
		

		Apostrophes to Prevent Confusion When Forming Plurals

		
			An apostrophe used to form a plural is usually an error, with Eat your carrot’s being an incorrect way to write Eat your carrots.
		

		
			But, as the major style guides recognize, sometimes an apostrophe is the best way to form a plural, especially plurals of individual letters.
		

		APOSTROPHES IN PLURALS OF LETTERS

		
			When writing about lowercase letters as letters, as in Mind your p’s and q’s, an apostrophe to form the plural prevents confusion and is permitted in book, news, science, and academic styles. But styles disagree on how to form plurals of capital letters.
		

		
			
			(B) In book style, capital letters do not take apostrophes in the plural: Rs, Ss, Ts.
		

		
			
			(N) In news style, single capital letters take an apostrophe to form the plural: A’s and B’s. Multiple capital letters like ABCs, IOUs, TVs, and VIPs take no apostrophe.
		

		
			
			(S) (A) Science and academic styles do not have rules for forming plurals of letters, indicating only that no apostrophe should be used in plurals of an abbreviation: TVs, PhDs, IQs.
		

		NO APOSTROPHE IN PLURALS OF NUMBERS

		
			Plurals of numerals do not take apostrophes: His SAT score was in the 1500s. The company was founded in the 1980s. Numbers written as words don’t take an apostrophe in the plural form, either: there are some fours and fives in his phone number.
		

		Proper Names Containing a Possessive Apostrophe

		
			A number of trade names are written as possessives, such as Macy’s, Chili’s, McDonald’s, Denny’s, and Friendly’s. To form the plural, singular possessive, or plural possessive of one of these names, the Punctuation Panel unanimously treated these names as invariant (unchanging).
		

		PLURAL

		To make one of these proper names plural, use same form as the singular.

		
			+ There are two Macy’s in this county.

			+ He worked at five different Denny’s.

		

		SINGULAR POSSESSIVE

		For the possessive of these proper names, use the same form as the nonpossessive.

		
			+ Macy’s location is perfect.

			+ Denny’s menu changes often.

		

		PLURAL POSSESSIVE

		To form the plural possessive of these proper names, the Punctuation Panel unanimously favored using the same form as the singular nonpossessive.

		
			+ The three Macy’s staffs trained together.

			+ The seven Denny’s locations are equally convenient.

		

		Abbreviations as Verbs

		
			When an abbreviation like OK is used as a verb, its past and progressive forms are formed with an apostrophe: OK’d, OK’ing. This is true regardless of whether the style calls for periods: O.K.’d, O.K’ing.
		

		
			
			(N) When the abbreviation is used as a verb in the third-person singular present tense, news style omits the apostrophe: I hope the boss OKs my raise.
		

		Apostrophes with Other Punctuation

		An apostrophe can be confusing when it comes next to another punctuation mark:

		
			“The suspects told me they were just ‘walkin’ and talkin’,’ ” the detective recalled.

		

		
			Notice that talkin’ ends with an apostrophe, is in single quotation marks, and comes at the end of a larger quotation. To punctuate a sentence like this one, treat the apostrophe as part of the word or number in which it appears, as if it were the letter g in talking. Then, following the rules for using quotation marks and commas, place the single quotation marks around the word talkin’, then insert a comma to set off the quotation from the detective recalled, then end with a regular quotation mark around the entire quotation. Taking this step by step, you get talkin’ followed by a comma, followed by a single closing quotation mark, followed by a regular closing quotation mark (talkin’,’ ”).
		

		An apostrophe to indicate possession works the same way: it should be treated as part of the word and inseparable from it.

		
			The phone number he called was the Wilsons’.

		

		
			The period comes after the apostrophe. Don’t confuse the apostrophe with a closing single quotation mark, which would come after the period: ‘the Wilsons.’

	
		
			2

		

		Comma

		Commas are separators. Often, a comma indicates a pause. But it’s a mistake to think that the only guideline for using commas is to insert one in any place where a pause would go. For example, compare the following:

		
			I talked to my brother Steve. (I have more than one brother.)

			I talked to my husband, Stan. (I have only one husband.)

		

		
			Both of these can be correct due to the comma’s job of setting off nonrestrictive, that is, nonessential information (see “Comma to Set off a Nonrestrictive or Parenthetical Word, Phrase, or Clause”). For sentences like these, thinking of a comma as merely a pause would lead to errors.
		

		Though some uses of the comma follow rigid rules, others are subject to the writer’s judgment and aesthetic considerations.

		Minimal Style Variance

		
			Unlike hyphens, commas don’t cause much disagreement among style authorities. The only comma issue on which there is outright disagreement is the serial comma—the question of whether to put a comma before a conjunction like and in a series like red, white, and blue. All the major styles except news style say to include that comma. News style omits it, opting for red, white and blue instead.
		

		With the exception of the serial comma, all the rules in this chapter can be considered good guidelines for writers in every style.

		Comma to Separate Items in a Series

		Words, phrases, and clauses in series of three or more can be separated by commas. (But see exceptions below.)

		
			
			(B) (S) (A) When the final item in the series of words or phrases is preceded by a coordinating conjunction, especially and, insert a serial comma before the conjunction.
		

		
			They play football, basketball, and soccer.

		

		
			
			(N) When the final item in the series of words or phrases is preceded by a coordinating conjunction, especially and, do not insert a serial comma before the conjunction.
		

		
			They play football, basketball and soccer.

		

		Here’s an example of phrases in series:

		
			(B) (S) (A) Ours is a government of the people, by the people, and for the people.

			(N) Ours is a government of the people, by the people and for the people.

		

		
			
			(B) (N) (S) (A) When the final item in the series of clauses is preceded by a coordinating conjunction, especially and, all styles advocate a comma before the conjunction.
		

		
			In the 1980s, music was loud, hair was big, and clubs were hopping along Sunset Boulevard.

		

		
			
			(N) When the last or second-to-last item in a series contains its own conjunction, use the serial comma.
		

		
			Sandwiches on the menu include tuna, turkey, and peanut butter and jelly.

			Sandwiches on the menu include tuna, peanut butter and jelly, and turkey.

		

		EXCEPTION: NONCOORDINATE ADJECTIVES BEFORE A NOUN

		
			Multiple adjectives before a noun may or may not have commas between them, depending on the adjectives’ relationship to the noun. Coordinate adjectives, which each modify the noun independently, are separated by commas: He wants to meet a kind, gentle, sweet girl. Noncoordinate adjectives, which have different relationships to the noun, often take no commas between them. For example, in He wore bright red wingtip shoes, wingtip is more integral to the noun than the other adjectives and bright modifies not the noun shoes but the adjective that immediately follows it, red. So the adjectives in bright red wingtip shoes are not coordinate and not separated by commas.
		

		
			The difference between coordinate and noncoordinate adjectives can be subtle and, at times, merely a matter of intent. These tests can help determine whether adjectives are coordinate and, thus, whether they should be separated by commas:
		

		
			1. Coordinate adjectives make sense with and between them: He wants to meet a kind and gentle and sweet girl. This is, in fact, the basis of the term “coordinate adjectives”—these are adjectives that could be connected with a coordinating conjunction (and). If it helps, think of the commas as representing the word and. Noncoordinate adjectives do not make sense with and between them: He wore bright and red and wingtip shoes.

			2. Coordinate adjectives can appear in any order: He wants to meet a sweet, kind, gentle girl. He wants to meet a gentle, kind, sweet girl. Noncoordinate adjectives can’t be moved around without some loss of emphasis or meaning: He wore red wingtip bright shoes. He wore bright wingtip red shoes.

		

		
			
			These guidelines, however, leave some determinations up to the writer.
		

		
			Right: A young single person

			Right: A young, single person

		

		If the writer means a single person who happens to be young, it should take no comma. But if the writer has in mind a person who is single and young—that is, whose singleness is as relevant as his youth—a comma can be used.

		EXCEPTION: SERIES WITH INTERNAL COMMAS AND OTHER UNWIELDY LISTS

		Series of items that contain their own commas are sometimes best separated by a semicolon.

		
			We visited Tucson, Arizona; Boise, Idaho; Savannah, Georgia; and Fargo, North Dakota.

			Decisions were handed down on January 1, 2015; September 1, 2014; February 15, 2013; and April 4, 2012.

		

		Similarly, when the listed items are long or unwieldy, consider semicolons instead.

		
			Sandwiches on the menu include albacore tuna salad with pesto mayonnaise on toasted brioche; pan-roasted turkey breast and smoked gouda on sourdough; and organic crunchy peanut butter and grape jelly on white bread.

		

		
			For more on semicolons see chapter 5.
		

		COMMA IN LIST WITH AMPERSAND IN PLACE OF AND

		An ampersand is never preceded by a comma.

		
			Special Today: Corned Beef, Cabbage & Potatoes

		

		COMMA TO SEPARATE MULTIPLE OR REPEATED ADVERBS

		Multiple or repeated adverbs modifying a verb, an adjective, or another adverb follow the same rules as adjectives and are usually separated with commas.

		
			He happily, passionately, and energetically followed the instructions.

			He was an extremely, fully, and thoroughly dedicated public servant.

			He was a very, very, very wise man.

			He sang utterly, absolutely, completely beautifully.

		

		Comma After an Introductory Word or Phrase

		An introductory word or phrase may or may not be followed by a comma, as the writer or editor judges best.

		
			Right: On Tuesday there was a small earthquake.

			Right: On Tuesday, there was a small earthquake.

		

		Clarity and ease of reading are the most important factors in deciding whether a comma should follow an introductory phrase or word. In general, the longer the introductory phrase, the more likely it is that a comma will aid comprehension.

		
			Comma required: On the second Tuesday of every month that has thirty days or fewer, Joe cleans the coffee maker.

		

		With short prepositional phrases, the writer’s preference and intended rhythm are the main factors in deciding whether to use a comma.

		
			Right: Without him, I’d be lost.

			Right: Without him I’d be lost.

		

		
			
			Participles and participial phrases as introductory matter usually require a comma.
		

		
			Seething, she turned to face him.

			Seething with contempt, she turned to face him.

		

		Some introductory adverbs are frequently followed by a comma, especially when a pause is intended.

		
			Frankly, I don’t like him.

		

		But other adverbs are less likely to be followed by a comma.

		
			Recently I discovered sushi.

		

		Whenever the absence of a comma after an introductory word or phrase could cause a misreading, include one.

		
			On the ground below, the belt from the car’s radiator fan lay melted and smoking.

		

		Comma to Separate Clauses

		
			The rules for using commas to separate clauses vary depending on the length of the clauses and on whether the clauses are dependent or independent.
		

		INDEPENDENT CLAUSES

		Independent clauses joined with a conjunction are normally separated by a comma. An independent clause is any unit that contains both a subject and a verb and could stand alone as a complete sentence.

		
			I know that you’re going skiing without me on Tuesday, and I found out who you’re bringing instead.

			I know that you’re going skiing without me on Tuesday, but I don’t care.

			I know that you’re going skiing without me on Tuesday, so I’m going without you on Wednesday.

		

		
			
			However, note the following example:
		

		
			I know that you’re going skiing without me on Tuesday, so leave.

		

		
			
			Imperatives—that is, commands like leave—can be confusing because they appear to have no subject. They are, nonetheless, independent clauses because imperatives always contain the implied subject you: (You) Leave. (You) Eat. (You) Look! Thus, leave qualifies as an independent clause.
		

		When independent clauses joined by a conjunction are short and clear, the writer has the option of not using a comma.

		
			Jane likes pizza and she also likes pasta.

			You could stay or you could go.

			I walked there but I ran home.

			Vegetables are packed with vitamins and that’s important.

			Pack your things and go.

		

		COMPOUND PREDICATES, COMPOUND SUBJECTS, AND THE LIKE

		When units joined by a conjunction are not independent clauses, do not place a comma between them.

		Sentence with a single subject shared by two verbs

		
			I know that you’re going skiing without me on Tuesday and don’t care.

			They brought wine but forgot the corkscrew.

			Houses in this area require flood insurance and have other disadvantages.

			He was admired in the business community but was admired most for his work with children.

		

		Sentence with a single verb shared by two subjects

		
			A palm tree that appeared to be dying and some parched-looking scrub brush came into view.

		

		Sentence with a single verb shared by two objects

		
			He prepared a brief presentation on the new product line and a handout for all the attendees.

		

		Any other two sentence elements that attach to a single stem

		
			The city is cracking down on parking scofflaws by adding supplemental fines for late payment and by putting boot locks on the tires of vehicles with excessive unpaid tickets.

		

		
			Because none of these subjects, objects, verbs, or other elements are independent clauses, no comma should appear before a conjunction that connects them.
		

		DEPENDENT CLAUSE BEFORE A MAIN CLAUSE

		
			A dependent clause contains a subject and verb but can’t stand alone as a sentence, usually because it starts with a subordinating conjunction like if, although, because, before, when, until, or unless. A dependent clause is usually followed by a comma when it precedes a main clause.
		

		
			If the mall is open, we will go shopping.

			When the levee breaks, things will go from bad to worse.

			Until I hear from you, I will continue to worry.

			Because Mary’s computer is broken, she didn’t get any work done.

			Unless you’re looking for trouble, you should keep quiet.

		

		However, if the dependent clause is short and the sentence is clear without a comma, the writer can choose to omit the comma.

		
			If you want me I’ll be in my room.

		

		DEPENDENT CLAUSE AFTER A MAIN CLAUSE

		When a dependent clause comes after the main clause, a comma is usually not called for.

		
			We will go shopping if the mall is open.

			Things will go from bad to worse when the levee breaks.

			I will continue to worry until I hear from you.

			Mary didn’t get any work done because her computer is broken.

			You should keep quiet unless you’re looking for trouble.

		

		However, if the dependent clause is less closely related to the main clause, a comma to indicate a pause can be used.

		
			I donate to children’s charities every year, because that’s the kind of guy I am.

			Please complete these forms, if you would.

			He’ll be there, whether he wants to or not.

		

		Comma to Set Off a Nonrestrictive or Parenthetical Word, Phrase, or Clause

		
			A word, phrase, or clause that adds extra description or a supplemental thought inserted into a sentence is often set off with commas. This includes nonrestrictive relative clauses, appositives, adjectives placed after nouns, sentence adverbs and adverbials, and inserted phrases like by the way and it should be noted. These terms are said to be parenthetical—extra information that is not integral to the core sentence’s meaning and does not narrow down a noun.
		

		Compare these sentence pairs:

		
			The woman, who works hardest, will get the promotion.

			The woman who works hardest will get the promotion.

			
				
				The man, with great courage, went off to battle.
			

			The man with great courage went off to battle.

			
				
				The store, where I got these shoes, is on the corner.
			

			The store where I got these shoes is on the corner.

			
				
				The proverb, known to all, influenced the decision.
			

			The proverb known to all influenced the decision.

			
				
				My brother, Lou, has a nice house.
			

			My brother Lou has a nice house.

			
				
				Karen, happily, joined the army.
			

			Karen happily joined the army.

		

		
			The commas indicate that information is parenthetical—it’s extra information that can be lifted out of the sentence without any loss of meaning or specificity. The examples without commas use the same information in ways more crucial to the core sentence’s meaning. Each is explained below.
		

		COMMAS TO SET OFF A NONRESTRICTIVE RELATIVE CLAUSE

		
			A relative clause begins with one of the relative pronouns: that, which, or who (including in its related forms whom and whose). A relative clause modifies a noun that comes before it.
		

		
			Spiders, which have eight legs, live in every region of the United States.

			The racket that I prefer is lighter.

			Barbara, who is my favorite stylist, is off on Mondays.

			The candidate, whom I considered perfect for the job, withdrew his application.

		

		Commas setting off a relative clause mean that the clause’s information is not crucial to the sentence’s meaning and is not intended to narrow down or specify the noun. These clauses are said to be nonrestrictive, also sometimes called nonessential or nondefining. They can be lifted from the sentence without harming the sentence’s meaning or losing any specificity of the noun.

		Conversely, restrictive clauses (also known as essential or defining clauses) are integral to the meaning of the noun or the sentence and so can’t be removed from the sentence without harming it. Restrictive relative clauses are not set off with commas.

		
			
			Commas are, at times, the reader’s only clue as to how the information in a relative clause is functioning. In The woman who works hardest will get the promotion, the lack of commas around the who clause indicates that this information is meant to show which woman the writer is talking about—specifically, the one woman who works harder than all the others.
		

		
			But in The woman, who works hardest, will get the promotion, the commas indicate that the who clause is just extra information. The woman is meant to be fully self-explanatory, suggesting the reader already knows who the woman is.
		

		
			Relative clauses that begin with that are always restrictive and so never take commas (The car that he was driving was red. The racket that I prefer is lighter.). Clauses that begin with which are usually nonrestrictive so usually take commas (The menu, which includes a wide selection of pastas, changes daily.) Relative clauses beginning with who and whom may or may not be restrictive, depending on the writer’s intent.
		

		COMMA TO SET OFF AN APPOSITIVE

		
			An appositive is any noun phrase placed next to another noun phrase to restate it. (Note that a noun phrase can be more than one word, a great man.)
		

		
			The CEO, a great man, will speak.

			The car, a maroon Honda, sped from the scene of the crime.

			You’ll get to work with the best in the business, a team that has won more awards than I can count, my sales staff.

			The cab driver, a gregarious Armenian, dropped us off out front.

			She was great person, the kind of woman you could confide in, a wonderful mother and a true friend.

			Lawson’s book, Voyage to Tomorrow, came out earlier this year.

			I talked to my brother, Steve.

			The carpenter, Charlie Carson, designed the set.

		

		
			
			Appositives are set off with commas. But the last three examples illustrate a sometimes-difficult area of comma use. Nouns set next to each other can sometimes do different jobs. Compare:
		

		
			The carpenter, Charlie Carson, designed the set.

			The carpenter Charlie Carson designed the set.

		

		
			In the first example, the carpenter is the subject of the sentence and Charlie Carson just restates it. So in this example Charlie Carson is an appositive. But in the second example, Charlie Carson is the subject of the sentence and the carpenter is functioning as a modifier. So the lack of commas indicates that this is not an appositive relationship. Either form could be correct, depending on which emphasis the writer intends.
		

		When noun phrases are placed together in this way, writers should take care to note which is the head noun because that will indicate whether or not to use commas, which, in turn, can carry unintended meaning.

		
			For example, in I talked to my brother, Steve, the comma indicates that Steve is an appositive. This cues the reader that this is nonrestrictive information that in no way narrows down my brother. Thus, the writer is indicating he has only one brother and is throwing in, as an aside, the fact that his name is Steve.
		

		
			But in I talked to my brother Steve, the lack of a comma indicates that Steve is not appositive. It is the head noun in a single noun phrase: my brother Steve. This tells the reader that the name is crucial for understanding who my brother refers to. Steve narrows down my brother to a single person. So the absence of a comma indicates that the writer has more than one brother.
		

		
			Similarly, Lawson’s book Voyage to Tomorrow came out earlier this year could imply that Lawson has more than one book. But with commas the sentence indicates that Lawson has just one book: Lawson’s book, Voyage to Tomorrow, came out earlier this year.
		

		When an appositive is long or complex, the writer should take extra care to make sure it is followed by a comma. This helps the reader keep clear which noun is the subject of the verb.

		
			Right: 

			
		

		Note, however, the following:

		
			
			
		

		In these examples it is clear that the second noun phrase, not the first, is the subject of the verb. In this structure, no comma should follow the second noun phrase.

		COMMA TO SET OFF ADJECTIVES, ADVERBS, AND OTHER INSERTED DESCRIPTORS

		Descriptive words and phrases are often set off with commas. These can include the following:

		Adjectives inserted after the noun they modify

		
			
		

		Adverbs inserted after or before the verb they modify

		
			
			
		

		Prepositional phrases inserted before or after a verb they modify

		
			
			
		

		Note that in many cases the writer can omit the commas if less separation is desired.

		
			
			
		

		COMMA TO SET OFF INSERTED THOUGHTS AND OBSERVATIONS

		
			Terms like for example, as a result, to say the least, it is true, in spite of (something), you should note, indeed, as we will see, for instance, therefore, if not (something,) then (something), it is often said, most among them being (something), and many similar phrases can be inserted parenthetically into a sentence. Normally, such terms are set off with commas, though occasionally the commas are optional.
		

		
			
		

		
			The Latin abbreviations i.e. (meaning “that is”) and e.g. (meaning “for example”) primarily appear in parentheses and are followed by a comma. If appearing outside of parentheses, a comma should come before and after.
		

		
			
			
		

		Comma to Indicate Direct Address

		
			A direct address is a name or anything standing in for a name that one person calls another: Joe, sir, Mom, lady, dude, friend, darling, jerk, bub, miss, professor, ma’am, copper, doctor, young man, etc.
		

		Direct addresses, including names used to address a person, should be set off with commas.

		
			
			
			
			
			
			
			
			
			
			
			
			
		

		
			A common comma error occurs when an e-mail or letter greeting is structured:
		

		
			
			
			
			
		

		
			
			Jane, Pete, everyone, and stranger here are direct addresses that should be set off with commas.
		

		
			
			
			
			
		

		
			Note that these greetings follow a different grammatical structure from the classic Dear John, or Dear Sirs, in which the word dear is an adjective and therefore part of the direct address (part of the noun phrase).
		

		
			Unlike hey and hello, dear is not a complete thought. So it makes sense to follow Dear John with a comma, thereby integrating it into the first sentence of the e-mail or letter. But Hey, Jane and Hi, Pete are complete sentences that can be followed by periods or other terminal punctuation.
		

		Comma to Set Off a Quotation

		
			A comma is often used to set off a quotation from other parts of a sentence, especially quotation attributions like Wilson said, Jane replied, and similar phrases.
		

		
			
			
			
		

		When a quotation that otherwise would end with a period comes before an attribution, a comma takes the place of the period.

		
			
		

		When a quotation that precedes an attribution ends with a question mark or an exclamation point, no comma is used:

		
			
			
		

		
			Some sentences integrate quotations in such a way that commas are not required. This is especially true with the word that.
		

		
			
			
		

		In some cases, it can be unclear whether the quotation is integrated into the sentence or whether it should be set off with commas.

		
			For example, a song title could be perceived as the object of a verb and not a quotation, so no comma would precede it after a verb like sang.
		

		
			
		

		Note, however, that a song lyric or text from a written work could be punctuated differently from a title.

		
			
			In He sang “Burning Love,” the song title is less a quotation than an object of the verb. So sang is not a quotation attribution and should not be set off with a comma. But a song lyric or line of text could be perceived as a quotation and thus introduced with a comma. The major style guides do not address this question.
		

		
			
			+ A majority of the Punctuation Panel favored putting a comma after sang:
		

		
			
		

		
			
			+ The Punctuation Panel unanimously agreed that there should be no comma here:
		

		
			
		

		
			(For formatting book titles in all styles, see “Quotation Marks vs. Italics for Titles of Works.”)
		

		
			
			+ A majority of the Punctuation Panel members favored putting a comma in this sentence:
		

		
			
		

		
			In other words, though the title The Road was perceived as a direct object of the verb read, the sentence “Call me Ishmael” was more likely to be perceived as a quotation, which should be set off with a comma after a verb like read.
		

		
			
			+ After titled, Punctuation Panel members unanimously favored no comma:
		

		
			
		

		
			For verbs like read, sang, recited, and so on, the writer should use personal judgment to determine whether the matter in quotation marks is integrated into the sentence or intended as a direct quotation.
		

		When words, including unarticulated thoughts, are attributed to a person without quotation marks, commas are usually used in the same way as with quoted matter.

		
			
			
		

		EXCEPTIONS

		
			
			(N) In news style, when the attribution precedes a quotation of two or more sentences, the comma should be replaced by a colon.
		

		
			
		

		
			
			(B) Book style also allows colons in place of commas when they add desired emphasis to a quotation. (See “Colon to Introduce a Quotation, Dialogue, or Excerpt.”)
		

		Comma to Indicate Omitted Words in a Repeated Pattern

		In certain structures, a comma can indicate missing words that are clear from the context, especially in part of a sentence that mirrors a previous part.

		
			
		

		Comma Between Repeated Words Like Is Is, In In, and That That

		
			Sometimes a noun phrase or verb phrase ends with the same word that begins the rest of the sentence. Under normal circumstances a comma should not separate a subject from its verb. However, when a subject that ends with is precedes a verb phrase that begins with is, style guides indicate that a comma should intervene whenever it aids comprehension. Similarly, with other repeated words, the style guides leave it up to the writer whether or not to insert a comma.
		

		
			
			
			
				Right: I’ll check in in the morning.
			

			
			
				
				Right: He found that that was best.
			

			
		

		
			
			+ A majority of the Punctuation Panel opted for no comma in this sentence:
		

		
			
		

		Commas in Location Addresses

		
			In general, use commas between street and city when they appear on the same line, and between city and state. But do not place a comma between state and zip code or between a street and a compass point, such as SE in 43rd Ave. SE. See “Street Addresses.”

		Comma with Age, City of Residence, and Political Party Affiliation

		
			
			(N) In news articles, it is common to put age, city of residence, or, in the case of an elected official, a political party and state after the person’s name. News style indicates these should be set off with commas.
		

		
			
			
		

		Comma in Measurements

		In general, avoid using a comma between parts of measurements, including time measurements such as years and months, and physical measurements such as feet an inches.

		
			
			
			
			
		

		Commas with Specific Words and Terms

		TOO, ALSO, AND EITHER

		
			Commas are not necessary to set off “too,” “also,” or “either.”
		

		
			
			
			
			
			
			
			
		

		But when "too" comes in the middle of a sentence, commas can be helpful.
		

		
			
		

		HOWEVER, THEREFORE, AND INDEED

		
			Sentence adverbs like however, therefore, and indeed may or may not be set off with commas, depending on whether the writer judges them to be parenthetical insertions or well integrated into the sentence. When uncertain, remember that most of modern publishing prefers a sparse punctuation style to aid sentence flow and ease of reading.
		

		
			
			
			
				Right: The solution, therefore, is simple.
			

			
			
				Right: Sharon is indeed a lucky girl.
			

			
			
				
				Right: Joe is therefore the best candidate.
			

			
		

		INCLUDING, SUCH AS, AND SIMILAR TERMS

		
			A comma often precedes including, such as, and similar terms. But no comma should come after.
		

		
			
			
			
			
				Right: The store is having a sale on many items, such as clothes, books, and electronics.
			

			
			
		

		ETC.

		
			
			Etc., the abbreviation for et cetera, is preceded by a comma.
		

		
			
		

		ET AL., AND SO FORTH, AND THE LIKE, AND SIMILAR TERMS

		
			
			(B) Et al., and so forth, and the like, and similar terms are preceded by a comma. They are followed by a comma only if the surrounding text requires it.
		

		
			
			
			
		

		YES AND NO

		
			
			(N) News style specifies that yes and no should be set off with commas.
		

		
			
		

		
			
			(B) (S) (A) In other styles, yes and no are often, but not necessarily, set off with commas. The writer can choose to omit commas if they do not aid readability.
		

		
			
			
			
			
		

		
			
			+ The Punctuation Panel unanimously preferred a comma in Yes, thank you.
		

		RESPECTIVELY

		
			
			+ The Punctuation Panel unanimously favored setting off respectively with commas.
		

		
			
		

		OH, UM, AH, AND WELL

		
			
			Oh, um, ah, well, and similar terms are often, but not necessarily, set off with commas. The writer can choose to omit commas if they do not aid readability.
		

		
			
			
			
			
		

		INC., LTD., AND SIMILAR ABBREVIATIONS

		
			In book and news styles, Inc., Ltd., and similar abbreviations are often omitted, as they convey information that is usually not relevant to the sentence. However when they are used, the following guidelines apply:
		

		
			
			(B) Commas around Inc., Ltd., and the like are not required. If a writer working in book style chooses to put a comma before abbreviations such as Inc., a comma is required after it as well.
		

		
			
			
			
		

		
			
			(N) Commas around Inc., Ltd., and the like are never used.
		

		
			
		

		PHD, MD, MA, DDS, JD, AND OTHER ACADEMIC CREDENTIALS

		Academic credentials denoted as initials after a name are to be avoided when possible. When it’s necessary to use them, place a comma before and after the abbreviation.

		
			
			
		

		
			(For when to use periods with academic credentials, see “Abbreviations of Generic Nouns” and “Punctuation A to Z.”)
		

		JR., SR., II, III, AND THE LIKE

		
			
			(B) Commas are not necessary around Jr. and Sr. and should never be used with II, III, etc.
		

		
			
		

		
			
			(N) Do not use commas to set off Jr., Sr., etc.
		

		
			
		

		
			
			(A) Academic style usually prefers commas around Jr., Sr., etc.
		

		
			
		

		STATES, COUNTRIES, PROVINCES, AND THE DISTRICT OF COLUMBIA

		A state, country, or province mentioned after a city name should be preceded and, unless at the end of a sentence, followed by a comma.

		
			
			
			
		

		
			
			(B) The abbreviation for the District of Columbia is normally set off with commas. But if the writer opts not to use periods in DC, commas to set it off are optional. For when to use periods in DC, see “Abbreviations of Canadian provinces and the District of Columbia.”

		
			
			
			
		

		
			
			(N) D.C. is set off with commas.
		

		
			
		

		
			For commas in full addresses, see chapter 18, “Abbreviations of States.”

		DATE AND YEAR

		A date that follows a day of the week should be preceded and, unless at the end of a sentence, followed by a comma.

		
			
			
		

		
			
			A year that follows a complete date should be preceded and, unless at the end of a sentence, followed by a comma.
		

		
			
		

		However, a year that follows a month or a season alone should not be set off with commas.

		
			
			
		

		INSTITUTION NAME CONTAINING AN INTERNAL COMMA

		When an institution, especially a school, includes a comma, it is usually appropriate to insert a comma afterward.

		
			
		

		COMPOSITION TITLE CONTAINING AN INTERNAL COMMA

		
			A book, song, play, or other composition the title of which contains an internal comma should not be followed by an additional comma in running text.
		

		
			
		

		NOT PHRASES

		
			Noun phrases that begin with not, when inserted into a sentence for contrast, are set off with commas.
		

		
			
			
		

		NOT ONLY … BUT… PHRASES AND SIMILAR TERMS

		
			No comma is generally needed before the but in phrases like this.
		

		
			
		

		PLEASE

		
			Editing styles do not have express rules on when to set off please with commas.
		

		
			
			+ A majority of the Punctuation Panel preferred a comma in May I have your attention, please?

		THE MORE … THE LESS, THE MORE … THE MORE, AND SIMILAR TERMS

		A comma is usually needed in structures like this one:

		
			
		

		For very short sentences with this structure, however, a comma can be omitted.

		
			
		

		Comma Placement Relative to Other Punctuation

		QUOTATION MARK

		A comma always comes before a closing quotation mark.

		
			
			
		

		SINGLE QUOTATION MARK

		Do not confuse a single quotation mark with an apostrophe. A comma always comes before a closing single quotation mark.

		
			
			
		

		APOSTROPHE

		An apostrophe representing a dropped letter comes before a comma.

		
			
			
		

		PARENTHESIS

		A comma never immediately precedes a closing parenthesis, though a comma may follow a closing parenthesis.

		
			
		

		ELLIPSIS

		A comma usually is not used with an ellipsis, though the writer may opt to insert one if it aids comprehension.

		
			
		

		HYPHEN OR EN DASH

		
			
			+ A hyphen or en dash can preclude the need for a comma. In The Washington, D.C.–based company, a majority of the Punctuation Panel favored omitting the comma that would otherwise be necessary after D.C. (For when to use commas with D.C., see “States, Countries, Provinces, and the District of Columbia.”)
		

		PRIME SYMBOL AND OTHER MEASUREMENT SYMBOLS

		Do not confuse a prime symbol or other mark of measurement with a quotation mark. In the rare instances when such a symbol appears in running text, a comma would follow it.

		
			
		

		Gray Areas of Comma Use

		Often, editors disregard comma rules to improve readability of a sentence. Other times, the rules allow different choices on which professional editors might disagree.

		ADDING A COMMA AS NEEDED FOR CLARITY

		Sometimes even when rules do not call for it, a comma is nonetheless the best way to separate and group sentence elements. In many cases, when a sentence can’t be recast, writers can use their judgment.

		
			
			+ Though the rules say that coordinate items joined by and or or are not separated by commas, a majority of the Punctuation Panel said they would disregard this rule if items were so long that a comma could aid reader comprehension.
		

		
			
			
			
		

		
			
			+ Similarly, panel members disagreed on how to punctuate coordinate items in which one of the items contains a coordinating conjunction.
		

		
			
		

		COMMA AFTER A PROPER NAME ENDING IN AN EXCLAMATION POINT OR QUESTION MARK

		
			
			(B) Book style calls for a comma after a proper name ending in an exclamation point or question mark in any context that would otherwise require a comma.
		

		
			
		

		
			
			+ Other styles do not have rules for these situations. News style experts on the Punctuation Panel were split on whether to put a comma after an exclamation point or question mark that was part of a proper name.
		

		OMITTING A COMMA TO AVOID EXCESSIVE PUNCTUATION

		
			
			+ In the following example, strict adherence to rules would require commas after husband and dog and semicolons after Tim and Bruno. But a majority of the Punctuation Panel said that they might disregard those rules and instead punctuate as follows:
		

		
			
		

		
			
			+ In the following example, the Punctuation Panel was split on whether to disregard the rule that would normally require a comma before which (if recasting the sentence were not an option).
		

		
			
			
		

		+ SOME PUNCTUATION PANEL COMMA RULINGS

		The need for a comma in some cases is subject to interpretation of the rules as well as personal taste.

		
			A majority of the panel agreed that a comma should not come between the preposition for and its object, which in the following example is what Jones lacks in age. But because the object comes at the beginning of the sentence, and because that object is somewhat long and abstract, some might interpret it more as an introductory clause, which is often set off with a comma.
		

		
			
			
		

		
			Prepositional phrases like at a variety of prices are usually not preceded by a comma. However, in the following sentence that phrase could be momentarily misconstrued as modifying women instead of the store. A comma here reduces that potential for confusion.
		

		
			
			
		

		
			Normally, a verb and its object are not separated by a comma. But when a long, wordy object, in this case some of the technology coming in the next few years, is moved to the beginning of the sentence, writers sometimes insert a comma after it. In this case, however, all the Punctuation Panel members agreed they would not insert a comma.
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