	Basic Comma Rules
THERE ARE ELEVEN(11) BASIC RULES FOR USING COMMAS.

Rule 1:  THE MAGIC 3
Use commas to separate items written in a series such as separate items or words, phrases and subordinate clauses and short independent clauses in a series.
~Example: The flowers, the bushes, the lawn and the trees should not be trampled in the yard.
Note: The conjunction AND in the above sentence for the last item in the series does not need a comma as the comma in a series actually functions as a conjunction. 
Use a comma to separate words or phrases in a series.  Note that a comma is not necessarily placed before and. This comma is called a serial comma, and it should be used to clarify meaning in a list.

~Example: My grandmother remembers World War II, the Korean War, the Vietnam War and the Gulf War.
 
However, use a comma before the conjunction to avoid confusion with series of long phrases.

~Example: The class jobs for this week are emptying the trash, wiping off the desks, cleaning the marker board and vacuuming the floor.
Rule 2:  COORDINATE ADJECTIVES
Use a comma to separate two or more adjectives (descriptive words) BEFORE a noun if the word order of the two could be reversed and the word "and" could be substituted for the comma.

~Example: The weak, weary teacher collapsed.
The weak and weary teacher collapsed.

Note: Do not put a comma between the last adjective and the noun.

Wrong: The mean, thoughtless, boy was shunned by his peers. (Microsoft Word Spell Check does not catch this.)

Right: The mean, thoughtless boy was shunned by his peers.

Rule 3:  DIRECT ADDRESS
Dialogue and Direct address - use commas to set off direct address. (When you write a situation where one character speaks directly to another person and uses their name.)

~Example: "Jimbo, finish your term paper before I call your mom and tell on you," Ms. James said calmly as she reached for her cellphone. 

~Example: "Donna, please don't forget to call Bill about the clam shells," Wendy begged.

Rule 4:  INTERRUPTERS/INTRODUCTORY WORDS
Interrupters - Use commas to set off introductory words and expressions which interrupt the sentence. These expressions are often called parenthetical expressions because the words themselves are not essential to the sentence and could be placed in parentheses.

Examples of introductory words and interrupters: yes, no, well, indeed, nevertheless, however, I believe, in fact , of course, in my opinion, on the other hand, to tell the truth, on the contrary.
~Example: On the contrary, I happen to think that geese are the smartest fowls.

Rule 5:  ADDRESSES AND DATES
Addresses and dates - Use commas to separate and enclose the separate items in dates and addresses.

~Example: Chuck E. Cheese, located on Bald Hill Road in Warwick, RI 02000, began its all-you-can-eat special on May 13, 2005.

Rule 6:  COMPOUND SENTENCES
Compound sentences - Use a comma before conjunctions BUT, OR, YET, FOR, ANDS, NOR, SO in a compound sentence.

~Example: The menacing bear growled, and I approached him cautiously.

Rule 7:  APPOSITIVES
Appositives and appositive phrases - use commas to set off and enclose an appositive (a word or phrase which can be substituted for a name - do not confuse this rule for renaming a noun with merely describing a noun.)

~Example: John Smith, the captain of the yoga team, is not in my English class.

Note: Short or one word appositives are not set off with commas such as my friend Tookie or my sister Laverene.

Rule 8:  NON-ESSENTIAL PHRASES AND CLAUSES
Non-essential phrases or clause - Use commas to set off and enclose nonessential phrases or clauses (participial phrases or dependant clauses which are not essential to the meaning of the sentence.) Generally, nonessential phrases or clauses serve to provide extra information or clarification.

~Example: Zak's all-time favorite movie, with its hilarious dialogue and great soundtrack, is Dazed and Confused.

~Example: The housecat, sniffing the air and scanning the lawn before her, cautiously entered the backyard.

Some nonessential clauses begin with who, whom, which or that and include a verb.

~Example: The president of our student body, who is a punk rock singer, studied diligently for the exam every night for a week.

· Consider the comma as hooks; the clause "who is a punk rock singer" could be unhooked and dropped out of the sentence because it is not necessary to identify which student studied all week. It is merely extra information and not essential to the basic meaning of the sentence. 

ESSENTIAL CLAUSES = NO COMMAS!

The following are examples of clauses which are essential to identifying the person or subject and which, consequently, can not be unhooked and dropped from the sentence.

~Example: The man who is twisting his mustache looks suspicious. (If you dropped the clause "who is twisting his mustache," you wouldn't know which man looks suspicious.)

~Example: At the end of the day, all students who are in Ms. James's class should report to room 218. (If you removed the clause "who are in Ms. James's class," the sentence would not make sense.)

Rule 9:  INTRODUCTORY CLAUSE OR PHRASE
Introductory clause or phrases - Use a comma after an introductory clause or more than one phrase at the beginning of a sentence.

~Example: After we won the game, we celebrated at Newport Creamery.

Note: No comma is used when the clause is at the end of the sentence.

~Example: We celebrated at Newport Creamery after we won the game.

Note: A comma is only used when the ending clause begins with although.

~Example: We celebrated at Newport Creamery, although we lost the game.

Rule 10:  GREETING/CLOSING OF A FRIENDLY LETTER
Letters - use a comma after the greeting in a friendly letter and after the closing expression (remember colons : are for greetings in business letters).

~Example: Dear Mom,

Your caring daughter,

Rule 11:  QUOTATIONS
Incorporating quotes in sentences- Use a comma when ending a quote in which the author or idea is identified after the quote.

~Example: Melville signals to the reader to accept his narrator as the spokesman of the author's own ideals.  "Call me Ishmael," states the first sentence of the novel, indicating to the reader that he/she must accept Ishmael's words as Mellville's beliefs (1).

~Example: The economic system of slavery, an early form of capitalism, was the cause of racism rather than the result of it," asserts  Doreatha Drummond Mbalia  in her book, Toni Morrison's Developing Class Consciousness (22).
 

"Students must use their language arts skills to create an inquiry-based, interest-driven project," stated the assignment sheet for the class.




	


