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Two textsrequired for this class:
1. A Manual for Writers of Term Papers, Theses, and Dissertations, 6th edition,
by Kate L. Turabian.

2. Working With Words: A Handbook for Media Writers and Editors, 5th edition?
by Brian S. Brooks, James L. Pinson, Jean Gaddy Wilson.

Intro to Turabian:

The style book that CES usesis A Manual for Writers of Term Papers, Theses,
and Dissertations, 6th edition,by Kate L. Turabianlf you do nothave a copy othis book,
you shouldmmediately contact your local bookstore and secure a copy.

Intro to Working With Words:.

This may be the single best text describingthe mechanicf writing. | havebeen
readingthis bookas myOwritingbibleOsince itwas availables the2nd edition.This isa
book that you will use asa referenceool for yearsto come.l have copie®f this book at
homeandat my office. If you do not havea copy of this book, you shouldimmediately
contact your local bookstore and secure a copy.

'Kate L. TurabianA Manual for Writers of Term Papers, Theses, and Dissertations, 6th edition,
(Chicago:University of ChicagoPress,1996).Interestingly,normally whena booktitle is used ofterit is
abbreviated. Howevethis particularbookis not often referred to by itsitle but by its author. This book
is most often simply calledTurabian. And, wewill follow this conventionTurabian canbe purchasedt,
or ordered from, nearly all local and on-line bookstores.

*Working With Words: A Handbook for Media Writers and Editors, 5th edition, by Brian S.
Brooks,Jamed.. Pinson,JeanGaddy Wilson.At thetime of this writing, the 5th edition of this bookis
available. However, anyedition ofthis book can be usedor this class.This book can bepurchased aipr
ordered from, nearly all local and on-line bookstores.
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Introduction

Sometime<CES Writing Protocolsdisagreeswith Turabian.When that happens,
you must follow CES Writing Protocols. For example, at 3.66 in Turabian, she says:

In sentences containing two or more independent clauses joined by a coordinatin
conjunction(and, but, or, nor, for), a commais placedbeforethe conjunction.

This is not a hard-and-fast rule, however; where the sentence is short and clarity i
not an issue, no comma is needed.

CES Writing Protocolsdisagrees witirurabian athis point.Our styleis thatit is
a hard-and-fastrule. In other wordsNin CES Writing ProtocolsNwhen sentences
containingtwo or more independerdlauses argined bya coordinatingconjunction &nd,
but, or, nor, for), a commas always placed beforéghe conjunction, everif the sentence is
short and clarity is not an issue.

The examplethat Turabiangives for her statementis: OJohnarrived early and
Mary came an hour later.O However, accordingE& Writing Protocols, this sentence is a
run-on, and it is wrong. And, it will be consideredwrong and graded accordingly.
According to CESNriting Protocols, her samplentencenust have the comma before the
coordinating conjunction.

Example: OJohn arrived early, and Mary came an hour later.O

You mightconsider thisa minorpoint, evemitpicking. However] assureyou that
without hard-and-fastules to governboth students@ritings and professors@radings,
things can becomequite complicated.Not only is this hard-and-fastule helpful for the
purposes of consistency in grading, it is also simply correct.

In other words, placing the commabefore the coordinatingconjunctionwhen it
joins two independentclausesis always correct punctuation.Now, while it may be
Oacceptablé®some quarters to breakthe rule and forego the comma in thienstruction,
it is always acceptable in all quarters to simply do it right.

Thus, if you donOtlo it right, you may indeecknow thatyou arebreaking therule
for Ostyle,ut your reader(or professor)might just think that you are ignorantat this
point. So, inbrief, it is goodto be rightandto doit right; thatway, no one questiongour
writing.
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Grammar Talk

Vocabulary Assignment: As in all disciplines,grammarhasits own vocabulary.
If you do notlearn the basigrammatical terms, will be far more difficultfor you to learn
the rules of grammar.So, one of the first things that you should do is build your own
vocabulary list. Eachtime you cometo a new grammarterm, putit on your list with its
properdefinition. Thatway you will havea singlelocationto turn to for a quick reference
tool. When this class is over, you will be asked to hand in your vocabulary list. It will serve
as part of your final grade.

The Sentence

Every completesentencéhasa subjectand a predicate A predicateis the verb and
everything following it in the sentence.

Example: created the heavens and the earth is the predicatén Oln the beginning
God createdthe heavensand the earthO(Gen. 1:1). Or, for example,gave birth to his
brother Abel is the predicate in OLater she gave birth to his brother AbelO (Gen. 4:2).

Clauses

A clausehasa subjectand a verb The fact thata clausehasa subjectand a verb
separates it from a phrasephrase is two or more wordé sequence that form a syntactic
unit that is less than a complete sentence.

Two Basic Clauses

1. Independent Clause Theindependentclauseis a sentencéhat hasa subject
and predicate. It can stand alone. It is a complete thought.

2. Dependent clauseTypically thedependent clauseannot stand alone. It is not
a complete thought.

Two Types of DependentClauses
a. Subordinate clause: A subordinateclausebeginswith a subordinating
CONjUnction.

Examples of subordinatingpnjunctions: although, because, afterydsle, if, since,
when,whether,until. Hereis an exampleof OifO (a subordinatingconjunction)usedin a
sentence: If you accept Jesus Christ as your savior, you will go to heaven when you die.

Note a subordinatelause like the independentlause, has subject andpredicate,
but it has somethingthat the independentlausedoes not have:it has a subordinating
conjunction. This keeps it from being able to stand alone.
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b. Relative clauseA relative clause begins with a relative pronoun.
Examplesof relative pronouns:who, what, that, which. Hereis an exampleof a
relative clausein a sentenceThe one who died for my sins is JesusChrist. Thus, Ovho
died for my sins” is a relative clause.

Three Kinds (or categories) of Sentences

1. Simple: One subject and one predicdEgample: God loves His children.

2. Complex One or more dependentclausesand one independentclause.
Example: Before Adam sinned, he lived in the garden of Eden.

3. Compound: Two or more complete sentencegoined by a coordinating
conjunction and a comma. Examples of coordinating conjunctions: and, but, for, nor, or, yet,
so.

Exampleof a compound sentence Adam lived in the gardenof Eden and God
walked with him.

Coordinating (as in coordinatingconjunction) meansof equal rank. When a
coordinatingconjunction isconnectingtwo complete sentencegou always need acomma
before the coordinating conjunction. However, thereis ho commabefore a compound
subject or verb.

Example: Bob and Mike went to woods and shot their game.
OBobandMikeOis the compoundsubject. OWentndshotQs the compoundverb.

However, a semicolon can take the place of both the comma and coordinating
conjunction in the connecting of two or more complete sentences.

Example: Adam lived in the garden of EdeGod walked with him.

Example with a conjunction: Adam lived in the gardenof Eden and God
walked with him.

The Four Functions of Sentences

1. Declaratory SentencesState: DeclaratorySentences make statemenand take
a period.
Examples:

OGodis good.O

OTheBible is the Word of God.O

OJesuss Lord.O

2. Imperative Sentenceommand: Imperative Sentencegive a command,and
they sometimes take a period or an exclamation mark.
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Examples:

OTherPetersaid,OLoolkat us!OQActs 3:4b).

OlIn the name of Jesus Christ of Nazareth, walkO (Acts 3:6b).

OLookthe Lambof God!Q(John1:36b).

OGettheseout of here! How dareyou turn my FatherO&ouseinto a market!O
(John 2:16b).

3. Exclamatory Sentences€Exclaim: ExclamatorySentences exclaifor excitedly
proclaim) something and take an exclamation mark.

Examples:
OHehasrisen!Q(Mark 16:6c).
OThomasaidto him, OMyLord andmy God!OQlohn20:28).

4. Interrogative SentencesAsk: InterrogativeSentencessk questionsand end
with a question mark.

Note: it is notuncommon for people to put questiorarks after normal, declaratory
sentencesRecently,| got an emailfrom a pastorwho was askingaboutthe possibility of
receiving credit for his years in ministry, and he wrote:

Ol am just wonderingif you give credit for ministry experience@dOvebeenin
ministry for 15 years?0

Now, obviously in his mind, he was asking aboutthe possibility of getting credits, but
neither sentencavas an interrogative.Each of them was declaratory and eachrequireda
period at the end, not a question mark.

The way that he wrote the first line, youOdthink that he wasaskingmeif he had
beenwonderingaboutit or not. In the second sentenche wasaskingmeif heOdeenin
ministry for 15 years.So, be very careful not to put a questionmark at the end of a
declaratory sentence. Also, be sure to use a period at the end of an indirect question.

Examples:

The teacher asked why Robert had left the room before the class was over.

My teacher used to wonder why no one was on time to class.

The reverse ofterhappensas well. Peoplewill often write an interrogativesentence
and end it with a period.

Examplesof interrogative sentences:

OCaranythinggoodcomefrom Nazareth?@ohn1:46).
OHowdo you know me?Nathanaeasked(John1:48).
OHowcanthis be?Nicodemusasked(John3:9).
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Restrictive and Nonrestrictive Clauses

When to usethe commaswith Restrictive and Nonrestrictive Clauses

(1tOsall about commasNmake yourself someflash cards)

A Restrictive Clauses a clause that is necessary to properly understand the sentence.
A Nonrestrictive Clauseis a clause that is not necessarnyto properly understandthe
sentence.

Restrictive Clauses Nonrestrictive Clauses

necessary information unnecessary information
essential information nonessential information
no commas around it needs commas around it

Let’s use Bob and his kids as our example here. A restrictive clause and a
nonrestrictive clause would look like this:

Restrictive Clause BobOs child Cindy bought a new car. (necessary information)
Nonrestrictive Clause BobOsyoungestchild, Cindy, boughta new car. (unnecessary
information)

That and Which

If the words OthatOand OwhichOare used with regardto the restrictive and
nonrestrictiveclausesyou should always introducethe restrictive clause with the word
Othat@ndthe nonrestrictiveclausewith theword Owhich.O

Examples:
Restrictive Clause The cake that had a cherry frosting was delicious.
Nonrestrictive Clause The cake, which had a cherry frosting, was delicious.

The restrictiveclausein the first sentence isntroducedby the word OthatCandis
not setoff by commas.This would indicatethat the writer wasawarethat his readeineeds
moreinformation to help him determinewhich cake(notice thereis morethan one cake)
was being spokenof, and that the addedinformation about the frosting was a vital,
necessary descriptioRerhaps irthe contexof this restrictive clausethere arghree cakes,
and the writer wants his reader to know which of the three is the best tasting one.

The nonrestrictive clause in the secondsentenceis introduced by the word
Owhich,Gand it is setoff by commas.This meansthat the informationaboutthe cherry
frosting is superfluous and unnecessary information. This would indicate that the writer wa
awarethat his readeralready knew which cake was being spokenof and that the added
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information abouthe frostingwas justa fuller, but unnecessarylescription. Inthe context
of this nonrestrictive clause, there is only one cake, and the writer wants his reader to know
little more about thiparticular cake.

Example of another useof the restrictive and nonrestrictive clause.

My wife Sueis at the mall. (more than one wifeNessential information)
My wife, Sue,is at the mall. (only one wifeNnonessential information)

Note: Let me encourage you to make flash cards.

SentenceFragmentsand Run-on Sentences
Fragment: Not a complete thought.
Examples: The ugliest dog in town. The girl with light brown hair. The picture on the wall.

Run-ons A run-onsentences two (or more) sentenceshat simply run togetherwithout
the correct punctuation.Some run-ons are called simple run-ons when they have no
punctuation;a run-on canalso be calleda comma splicef thereis a commaattemptingto
separate the two independent clauses

Examples:

1. Simple run-on: Simple run-on sentences have no punctuation.

Exampleof a simple run-onN>QOJackook Sandy tothe storeTed tookJohnny to
the park.O

Conclusion:A run-on sentence iswo (or more) sentences thaimply runtogether
without the correct punctuation.

2. Comma splice (or commafault): Somerun-on sentencesiavewhatis calleda
comma splicor comma fault).This happens whea writer use®nly a commao separate
the two independent clauses. A comma by itselbistrong enough to perform this task.

Exampleof a comma spliceN>0Jackook Sandy tothe storeTed tookJohnny to
the park.O

Example of how to correct the comma spliceN> OJack took Sandy to theastbre,
Tedtook Johnnyto the park.O

Thus,to separatéwo independentlauses, youneed somethingtronger tharnust a
comma.You needboth the commaand a coordinatingconjunction.Or, you can use a
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semicolon (with no coordinating conjunction) to separate two independent clauses.

Here are two more examples of how this sentence can be written:
Example of RightN> OJack took Sandy to the store; Ted took Johnny to the park.(
Example of RightN> OJack took Sandy to the store. Ted took Johnny to the park.(

General Rules of Punctuation
The Always Section:
Always place a comma . . .
1. Always place acomma aftethreeor morewords ina series, andefore OandO
or Oor.0
Example: OPeterJamesandJohnwerethere.O

SpecialNote The AP (AssociatedPress)style doesnot use a commabeforethe

coordinating conjunction in this particular construction.

AP Example: OPeterJamesand Johnwerethere.(8omestudentsvho readthis

constructionin their local newspapersill questionthe accuracyof our academic
rule to alwaysplacea commaafter threeor morewordsin a series,and beforeund

or or.

However, AP style is not academicstyle. Academic term papers,theses,and

dissertationsare not newspapersTerm papers,theses,and dissertationsdo not

follow AP style; they follow academic style.

Once again: Whenyou havea seriesof threeor more wordsglementspr phrases
they mustbe separatedby commasanda commamustbe placedbeforethe coordinating
conjunction.

Examples: Ol boughtbananasapples,and pears.@Peter,Jamesand Johnwere
with Jesus.O

2. Always placea commaafter an introductory dependentlausein a complex
sentence.

Example: Until Jesusreturnsin the secondadvent,the church must continueto
evangelize the lost.

Note that the beginningword, Until, is a subordinatingconjunction. When an
introductory clausebeginswith a subordinatingconjunction,it is a dependentlauseand
mustNmustNhave a comma at the endf it. That iswhy there is &omma at the endf the
dependentlausein this sentenceThe dependentlauseis, OUntil Jesusreturnsin the
secondadvent.Remember what makesctause alependent clause?NitOs nota complete
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thought.) Note what happens when you reversed these two clauses:

OThechurchmustcontinue toevangelizethe lost until Jesugeturnsin the second
advent.O

No comma.Why? Becauseat the end of the dependentlausethereis a period.
And, contraryto popularmisconceptionsyou do not placea commabeforethe dependent
clause.

Wrong --> OThechurch mustontinueto evangelizehe lost, until Jesugeturnsin
the second advent.O

3. Always placea commabeforethe coordinatingconjunctionconnectingtwo (or
more) independent clauses.
Examples:
OThelight shinesin the darknessbput the darknesshasnot understoodtO (John
1:5).
OWhoevebelievesin him is not condemnedbut whoeverdoesnot believestands
condemnedlready@John3:18).
OThe man ate the entire bucket of chicken, and then he got sick.O (note the comm
OTheman atethe entire bucketof chickenand then got sick.O(why no comma
here?)

4. Always placea commaaroundnonessentialponrestrictivewords, phrasesand
clauses.

N> OWhichO always introduces a nonrestrictive clause (needs commas).

N> OThatO always introduces a restrictive clause (no commas needed)

Example: (BobOsdog, which barks constantly,is three years old.O (needs
commas)

Example: (BobOsdog that barks constantlyis three years old.O (no commas
needed)

Note that the only differencehereis the useof the word which andthat. It shows
what theauthor’s intent is.

In the first sentenceysing anonrestrictiveclause the authorsignifiesthat Bobhas
only one dog.

In the seconaentencethe authorsignifiesthat Bobhasmore thanone dog, andit
is the one that is constantly barking that is three years old.

Note: Othreeyears oldO -Academic, formalwriting calls for writingout numbers
up to100. (APwrites outonly 1 through 10.) Thusin academianriting, thedog is
Othreg/earsold,Onot O3yearsold.O

An ExceptionNPercentageexpressions:Only 8 percentof the studentsshowed
up for class. (as opposed to eight percent)
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5. Alwaysplace a comma after an introductory participial phrase.
Examples:

Olgnoringwhat they said, Jesustold the synagogueuler, ODonOhe afraid; just
believeO@Mark 5:36). The word OlgnoringQs a participle, and Olgnoringwhat they
saidO is the participial phrase.

OWalkinghroughthe park, he foundadiamondring.O

6. Alwaysplace a comma aftersacond introductory prepositional phrase.

Example: Qn the book of Acts, Luke recordsthe growth of the early Christian
church.O

Oln the bookQis the first prepositionalphrase,and Oof ActsOis the second
prepositional phrase. These two are joined together to introduce the main clause.

Second ExampleOf the men who werer the game, he was the shortest.

Note: You do not needa commaafter an introductoryprepositionalphrasewith
only one preposition.

Example: Olnthe book Luke recordsthatsomeChristiansspokein tongues.O
Oln the bookOis the first and only prepositionalphrasein this sentenceand a
comma is not necessary.

Note: In your nonacademic writing you may prefer to place a comma even after
an introductory prepositional phrase with only one preposition. If this is your style,
that is fine. However, you must be consistent in your style. Thus, do not have a
comma at the end of an introductory prepositional phrase with only one
preposition in some cases and not in others.

However, in your academic writing the rule is that no commais used after an
introductory prepositionalphrasewith only one prepositionunless (1) the introductory
prepositionalphrasehasfour or more words in it or (2) the sentencavould be confusing
without it. Then, it does take a comma.

Example of four or more words (requiring a commay): Oln his historical
narrative, Luke records the growth of the early Christian church.O

Example of what could be confusing (requiring a comma): OWithoutBob
Turner and | went fishing.O

This is confusingbecausdBob andTurneraretwo differentpeople.Thus, toavoid
this confusion, a comma is necessary: OWithout Bob, Turner and | went fishing.O
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There are about 150 prepositionsin English. We use certain prepositionsmore
oftenthanothers.In fact, the prepositionsof, to andin areamongthe ten mostfrequent
words in English. Here are just a few of some of the more common prepositions.

about above across among before behind
below beneath beside between by for
from in inside into of off
on onto over through to toward
under up upon with within without

7. Alwaysplace a comma after an introductangerjection, an independent element,
a direct address.
Examples:

OOhthatOshe one.O

ONo| will notgo.0

ODavehandmetheBible.O

8. Always place acomma betweenoordinate adjectives. (Adjectivese coordinate
if they can be reversed and if you can insert OandO between them.)
Examples:

OThe bright, intelligent man was wearing a flashy tie.O

OTheintelligent and bright manwaswearinga flashy tie.O (reversedandinserted
OandO between them, and it still makes sense)

OHewasakind, consideratehild.O
OHewas a considerateand kind child.O (reversedand insertedOandCbetween
them, and it still makes sense)

Note: When the adjectivesare not coordinate(i.e., not equal), they are called
compoundadjectives, anthey cannobe reversed witithe insertion ofthe Oand®etween
them.

Example:

OHeboughthera diamond-studded ring.O In this cabe, adjectivesiamond and
studded are not coordinate(i.e., equal). Thus,you cannotreversethemand insertOandO
between them.

OHeboughthera studdedanddiamondring.O(makesno sense).

Sincethis reversalvith OandGcannot bedone, then thehyphenis used toconnect
the compound adjectives, and the line must read like this:

OHe bought her a diamond-studdeding.O (More about compoundadijectives
below.)
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The May Section:

You may place a comma . . .

In this list, you may, but you donOhaveto, placea comma: However,you must
select your personal style, and then be consistent.

1. You mayplace a commafter introductory adverbs.

Example: Suddenly, the band began to play.

2. You may placea commaafter threeshort sentence# a series;however,there
must be at least three or more complete sentences.

Example: She danced, she laughed, she cried. ImportantNote: This is actuallya
run-on, but becausethey are short sentencesthe commasare acceptableNyouare not
forced to use the commas here because periods or semicolons would work as well.

Commasmake you pause,semicolonsmake you pauselonger,and periodsmake
you stop.In thethree brief sentencéShe danced, she laughed, she criedOit would seem
that semicolons gperiods would be too heavyherefore, commasay be usedo separate
theseshort sentencedlthough, it is unlikely that you will encounteithree shorsentences
like these in your academic writing.

Probably themost famousof all three-short-sentences &/eni, vidi, vici. OWhich
is Latin for, Ol came, $aw, | conquered.O #7 BC, Caesawent to the MiddleEast where
he annihilatedKing Pharnacesf Pontusin the battle of Zela; he commemoratechis
triumph with the wordsVeni, vidi, vici (I came, Isaw,| conquered)My wife hadher own
triumphal phrase after a day of shopping: Ol came, | saw, | bought.O

Consistency

The key tothe useof the commain these exampleis consistency. Choose astyle,
and stick with it. If you arenot consistent throughoybur paper oarticle, yourreader will
notice it. Inconsistency in style is the mark of an amateur.

Usea Semicolon
1. Use a semicoloafter elements in a series when the elements have commas.
Example: Thelist of studentancludedthe following: Bob Jones 37, of 1318 NE

6th St.; Susan West, 24, of 1244 Florence Ave.; and Steve Turk, of 114 West Minx Blvd.

2. Use a semicolon betweenindependentlausesto show that they are closely
related when no coordinating conjunction is present.

Examples:
OHe himself was not the light; he came only as a witness to the lightO (John 1:8).
OFor the law was given through Moses; grace and truth came through Jesus
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ChristQ(John1:17).
OShe danced all night; her legs were tired.O
OHeturnedoff thelights; theroomwentdark.O

Note: Do not use a semicolamd a coordinating conjunction (unless the clauses of
the compound sentenae long andhavecommas inthem). The pointof the semicolons
thatit is usedto join two completethoughts thatre so closelyrelatedthat thesecondone
seems to organically arise from the first one.

Examples:
OHeurnedoff thelights; theroomwentdark.O
OShe danced all night; her legs were tired.O

Usea Colon

1. Use a colorafter salutations.
Example: Dear Dr. Thomas:

| have seen letters in which people use a semicolon after the salutation.
Example: Dear Dr. Thomas;

This is incorrect. If it is not a formal letterNif it is a letter to a friend for exampleNyou may
use a comma.
Example: ODeaiTom,O

However, never use a semicolonafter the salutation whetherit is a formal or
informal letter.

2. Use a colorto introduce more than one item.
Example: Thelist of studentancludedthe following: Bob Jones 37, of 1318 NE
6th St.; Susan West, 24, of 1244 Florence Ave.; and Steve Turk, of 114 West Minx Blvd.

3. Usea colon after anattribution thatintroduces a direajuotation oftwo or more
sentences.

Example: Ralph Thomassaid: (what follows shouldbe two or more sentencesf
direct quote from Ralph Thomas).

4. Use a colorbetween the chapter and verse in a Scriptural reference.
Example: John3:16

Also, the traditional method of showing severalverseswhen those verses are
consecutive would look like this, John 3:16-21 and not as John 3:16, 21.
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John 3:16, 21 meansthatthe referencds to only two verses, Johnchapterthree,
verse 16 and verse 21.

Usea DashN Do not over dash

There is a difference between the N dash and the - hyphen.

When a keyboarddoesnot havethe dash,you canmakea dashby typing in two
hyphens, which look like this --

One consistenterror that people makewith the dashis thatthey often put spaces
before and after the dash. There should be no spaces.

Examples:
Wrong: The Bible is the best-selling book of all time N if you can call it just a book.
Right: The Bible is the best-selling book of all timeNif you can call it just a book.

Use a dash to show dramatic contrast or emphasis.
Example: The Bible is the best selling book of all timeNif you can call it just a book.
| was eating lunchNat precisely one oOclockNwhen the house caught on fire.

When in Doubt, Dash! (OThedash coversa multitude of grammatical sins.O)

The over use ofthe dashis asign of an inexperiencedriter. One student toldme
that his motto was, OWhenin doubt, dash!ODo not let this be your writing motto. You
shoulduse dashesvery rarely. Rule of thumb: Do not use the dashmore thantwice per
term paper (no matter its length). And, let your mottd“®éhen in doubt, look it up.”

Usea Hyphen

The hyphen - is not to be confused with the longer dash N

1. Use a hypherbetween compound adjectives.
Adjectivesare compoundwhenboth or severaladjectivescannotstandindependentlywith
the noun.

Examples:
He gave her a diamond-studded ring.
Max is a two-year-old dog.

Related Note:Notice that Max is no&arwo dog. He is not year dog. He is noain
old dog. Thus,theseadjectivesmustbe hyphenateds two-year-old.Thus, Max is a two-
year-old dog. However, whenig written like this, OThe dog is twears old,O there are no
hyphens.
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2. Use a hypherbetween adverbs and adjectives unless the adverb ends in Oly.O
Examples:It is awell-constructed house. It is aewly constructed house.

Onetrick to help you remembetthis rule is this sentenceOThisis an easily remembered
rule.O

Note thatyou have easily (anadverbwhich endsin OlyO)and remembered, but
there is no hyphen between thewmily remembered = no hyphen. Why? Becauagsily is
anadverbthatendsin Oly.O

Also, do notusethe hyphen aftethe word very. ExampleOThisis avery difficult
class.O

However, you do use a hyphen between compound adjectives that end in Oly.O

Examples: Itis a friendly-service gas station.

It is a family-owned business.

All American or All-American?

Recently, | heard an advertisement for a mavierhich a cult leader takes control of
somekids to do his evil bidding. Theannouncessaid, “See how this cult leader tricked all
American kids into following him.” How could this mantrick all American kids? That
would be a lot of kids!

This is where the hyphenis very important. This cult leaderdid not trick all
American kids; rather, he tricked all-American kids.

The hyphenbetweenthesetwo words changesthe phrasefrom a phraseabout
number to a phrase about essence. Thus, if the announcerOs words had been on the scre
would havebeen writterlike this: “See how this cult leader tricked all-American kids into
following him.”

How to Use Periods and Commas with Quotation Marks

Periods and Commas Always Go Inside Quotation Marks

Example: Bob said,0Yes.O
Notice that the period i&side the quotation marks.

Example: Olfl goto the park,GsaidBob, Olamnot comingback.O
Notice that the comma and the periodian inside the quotation marks.

Example: Thelastthing he saidwas,0Goodbye.O

Note: Always meansalways. | havetold my studentdime andagainthat periods
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and commasl/ways go inside quotatiormarks. Yet,occasionally, some stiput aperiod or
a commaoutsidethe quotationmarks.When| ask themif they forgot the rule, they often
say,ONo| justdidnOthink it applied to this particular construction.Otfiis | want to say,
OWhapartof A-L-W-A-Y-S donOyou understand?0

Most writers in the United Kingdom and Canad#@and someother countriesplace
their periodsand commasutsidethe quotatiormarks. Butin America, wealways, always,
always, put the periods and commas inside quotation mafkays.

The One PseudoException

“Always put commas and periods inside the quotation marks except when a
parenthetical reference follows the quotation.”

If there is arexception to this rule,it is when quoting a Scripture reference wities
Scripturecitation is given after the verse,andthe terminal punctuationthengoesafter the
citation. Example: Oln the beginningGod createdthe heavensand the earthO(Genesis
1:1). Actually, this is not an exception;it is really a different issue,but it looks like an
exceptionsol needed t@oint it out. Itis notan exceptiorbecause, irthis casethe period
belongs tathe person doing thguoting, not tahe person beinquoted. How dave know
that the period belongsto the persondoing the quoting, not to the personbeingquoted?
Becausavhile Moseswrote, Olnthe beginningsod createdhe heavensnd theearth,(he
did not write, O(Genesis1).0 In this case, you simply removepkeod from the original
material and place your own period at the end of your citation.

How to Use Question Marks, Semicolons,and Colonswith Quotation Marks
Placequestion marksnd exclamation mark#side oroutsidethe quotatiormarks

dependingon whetherthey are part of the quotedmaterialor not. If they are partof the

guoted material, they go inside. If they are not part of the quoted material, they go outside.

Examples:
Not part of the quoted material:
Did he really say, Ol am the best teacher in this schoolO?
Part of the quoted material:
He asked, ODo you think | am the best teacher in this school?0

Not part of the quoted material:
| canOt believe she said, OYouOre fatO!

Part of the quoted material:
ShescreamedQYouOrat!O
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Placesemicolons and colonsutside the closing quotation marks.

Example:

| had never readim TateOs journal article OThe Truth of Tirimefact, | had never
heard of it.

Matt. 5:37  OSimplylet your OYes®e OYes,@nd your ONo,@NoOanything
beyond this comes from the evil one.O

Matt. 9:29-30 Then he touched their eyes and said, OAccording to your faith will it
be done to youO; and their sight was restored. Jesus warned them sternly, OSee that no
knowsaboutthis.O
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Lecture 1, Exercise 1

In the spaces providegut the appropriate symbollso, put in the necessary punctuation

SS =Simple sentence

CX = Complex sentence
CO =Compound sentence
FR = Fragment

_____1. One of the kindest people | have ever met.

_____2.A dog who eats all day long.

____ 3. Because he saw the need, he helped the people move.

_____ 4. The team was the best in the league; therefore, they won all their games.

____ 5. If you want to know what is true then you need to study the Scriptures.

_____ 6. Walking around from town to town never stopping to see where he was exactly.
_____7.He s the best friend | have ever known and | donOt think IOIl ever have a better on
_____ 8. When the time came for her to dance.

_____ 9. Atthat time he would not play his horn but now the time was right.

10. Bob hit the ball over the fence.

11. He didnOt think it would happen, but it did.

12. John bought that car when he was in Texas.

13. | have seen God heal the sick, so | know He can do it.

14. Since you left, the people have been sad.

15. Although he gave up candy he still ate ice cream.

16. Albert Einstein was a brilliant man however he didnOt know everything.
17. Starbucks has the best coffee in the world!

18. No big deal.

19. The house was cold because Bob had broken the windows.

20. He asked for help but got none.

21. She never thought she was going to the farm.

22. He gulped down a cup of coffee and then got in his car and went to work.
23. The forest was loud the rivers were roaring.

24. She didnOt like her job therefore she quit.

25. He was one of the top professors.
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Lecture 1, Exercise 2
Punctuate the following sentences correctly.

. Her husband Bob earned his four year degree.

. The black car which has chrome hubcaps is BobOs.

. That loud obnoxious man was in my class.

. Brad is the best football player | have ever seen he always gives an all out effort.
. Bob was a good helpful man.

. They moved into their newly constructed house.

. The boy who returned the money was rewarded.

. She would not turn him over to the police because she loved him.

. The arduous grueling exam will be difficult to pass.

. Jakes burger barn was a friendly service restaurant.

. It was a family-owned business.

. He had to pay the out-of-state tuition costs.

. The captain said, Push off and we did.

. I like old fashioned doughnuts.

. The old run down car was in the barn.

. If Jesus did not rise from the dead then our faith is in vain.

. After | went to the park | saw Bill.

. | saw Bill after | went to the park.

. | came | saw | conquered.

. The only key on my keyboard that doesnOt print is the letter S.

. In June of last year the kids bought new bikes.

. We can be sure it happened just the way he said it did.

. Then as we enter into the final stage of the process we will see the results.
. See how this cult leader tricked all American kids into following him.
. Run for your life the dog is coming!

. The blue car that has a scratch down the side is his.

. The blue car which has a scratch down the side is his.

. In America we put the periods and commas inside quotation marks.
. The ten year old boy spoke in a low tone in his own defense. He said | am innocent.
. This is an easily-remembered rule.



