PUNCTUATION
“Punctuation” is basically a system of symbols to assist the writer in the job of communication.  It is used to reduce confusion for readers.  They are not all arbitrary (selected without reason); some reflect native speaker pauses.  Below are some rules for using commas and periods, the most commonly used type of punctuation.

(1) ALL SENTENCES MUST END WITH A PERIOD, question mark, or exclamation point.  If you do not, the reader may be confused about the meaning of your sentence.


*He went to eat the students came later.


(2) Use commas to connect two main clauses (that is, sentences) ONLY when there is a conjunction between them (and, but, or, so).  First of all, this violates rule number one above, but it also shows your confusion about what an English sentence is and does not indicate a clear relationship between the two independent clauses.


*He went to eat, the students came later. (Additive? Sequential? Contrastive?)


(3) Connect a dependent clause (DC) to an independent clause (IC) ONLY when the dependent clause is first.


*After he had eaten the students arrived.

After he had gone to dinner, the students came.  (DC , IC)

The students arrived after he had gone to dinner. (IC DC)


(4) Moreover, put commas after introductory clauses in general.  In some cases, these may be short phrases or even just single words, but as a rule, it is safer to USE commas than not to use them.  The previous two sentences are examples of this kind of punctuation.  If you do not, the reader may be confused.


*In some cases that might be the problem.

In some cases, that might be the problem.


(5) Again, confusion may be the result of not using commas to separate three or more items in a list of the same part of speech.


*We bought chocolate ice cream cake and coke.

We bought chocolate, ice, cream, cake, and coke.

We bought chocolate, ice cream cake, and coke.

We bought chocolate ice cream, cake, and coke.

We bought chocolate ice cream cake and coke.


PUNCTUATION EXERCISE (Each sentence has one punctuation error to fix.)

(1) Whenever you write a business letter you should always try to use correct punctuation.  (2) There are three main reasons.  Why punctuation is important.  (3) First of all correct punctuation makes your writing look more professional and serious.  (4) The second reason, is that it makes your letter clearer and easier to read.  (5) Finally punctuation does reflect the way that people speak English.  (6) Punctuation can indicate pauses after dependent clauses adverb phrases or other long elements at the beginnings of sentences.

