Chapter 16-Punctuation
The four main comma uses

1. Lister-separating listed items

Example: Skiing, snowboarding, and surfing are all great activities.

2. Linker-joining two independent clauses with a FANBOY

Example: Veronica wrote poetry, and she painted beautiful portraits.

3. Introducer-used after an introductory word or phrase

Example: No, I can’t afford that car.

4. Inserter-Used to isolate a word or phrase that is  

        unnecessary in a sentence

        Example: The game, unfortunately, was rained out.

Other Comma Uses
1. With Quotations

2. With Dates and Addresses

3. In Numbers

4. For Clarity

Colons
These can be used in one of two cases: when a list is being introduced and when an explanation is being given; however, a full independent clause must be in place before the colon can be used. 
Example: The salesperson was very helpful: he told us about special discounted items and the free gift wrap service. 

*If a period can’t be used, a colon can’t be used. 

