
Day 1 - Use the following notes to complete the “Punctuation Practice” 
 
Punctuation 
 
Punctuation is the use of standard marks to group written words, phrases, and clauses in such a 
way as to ensure clarity and avoid misreading. In order to punctuate correctly, you must 
understand grammatical elements. Incorrect punctuation detracts from good writing. The ACT 
English Test presents practical language situations in which the application of punctuation is 
necessary to remove ambiguity. The rules listed below have become, to a large extent, 
standardized; therefore, they should be clearly understood and practiced.  
 
The Period  
 
The period, the question mark, and the exclamation point are terminal marks; they are used to 
end a sentence. They signal intonations (pitch, stress, stops) that emphasize sentence 
meaning. The period separates one sentence from another.  
 
Rules 

 
1. Use a period after a declarative sentence, an imperative sentence, an indirect question, 

or a polite request.  
 
Examples: 
 
Christopher answered the door.  
Answer the telephone.  
She asked whether Christopher had answered the door.  
Would you please turn down your amplifier.  
I will be on vacation until the end of next week. 
 

2. Use a period after a deliberate sentence fragment.  
 
Examples: 
 
Better late than never.  
Good night.  
Thank you.  
You’re welcome.  
 

3. Use a period after most abbreviations and initials.  
 
Examples: 
 



a.m.  
etc.  
B.F. Goodrich  
Mr.  
Dr. 
 

The Question Mark  
 
The question mark is used at the end of a sentence or phrase to indicate a direct question.  
 
Rules 
 

1. Use a question mark after direct questions.  
 
Examples: 
 
Did Emma answer the door?  
“Have you answered the door?” she asked.  
Who was it that asked, “Have you answered the door”?  
Which of the previous questions did you answer correctly? 
How are you doing? 
 

2. Use a question mark within a sentence when it is desirable to emphasize each element 
separately.  
 
Examples: 
 
Where now is his love of country? his political integrity? his unblemished record?  

 
The Exclamation Point  
 
An exclamation point is used after an exclamation: an abrupt, forceful utterance. Because it 
conveys a strong feeling of excitement, it should be used sparingly. Exclamation points are used 
more frequently in narrative writing than in other types of writing. 
 
Rules 
 

1. Use an exclamation point at the end of a sentence that expresses strong feelings.  
 
Examples: 
 
“Open the door!” Eric yelled.  
Eric yelled, “Open the door!”  



Punctuation Practice 
 
Punctuate the following sentences. 

 
1. What a nice day it is 

 
2. Will you be going abroad next summer 

 
3. Won’t you be disappointed if Cheryl is late for the ceremony 

 
4. How pleasant it is to sit here 

 
5. Are there goldfish in the pond 

 
6. It would be nice if you were dressed as a ballerina wouldn’t it 

 
7. How silly it is for you to fight for first place 

 
8. Isn’t that tall man a movie star 

 
9. This order must be completed immediately 

 
10. Have you written to your grandfather in Montana 

 
11. Whew I forgot 

 
12. Please e-mail a copy of your essay to your teacher 

 
13. You bet I can 

 
14. Did you say there is a pizza for dinner 

 
15. I certainly did mean it  

 
16. In what ways is Harry different from his older brother 

 
17. Please turn that music down 

 
18. Have you heard of this singer before 

 
19. How could you say that 

 
20. Wouldn’t it be nice to travel to Italy this summer 



 
Day 2 - Use the comma rules below to do the “Comma Practice”. 
 
The Comma  
 
The comma is an important mark of internal punctuation. The function of the comma is to break 
up the sentence into separate thoughts to increase clarity and ease of reading. It represents the 
slight pause that we use in speech to express meaning. Today the tendency in writing is to use 
as few commas as possible without sacrificing clarity. 
 
Rules 
 

1. Use a comma to separate words, phrases, and clauses written as a series of three or 
more coordinate elements.  
 
Example: 
 
The band composed of Sheila, Ali, and Eric played at the wedding.  
Kelly walked onto the stage, took off her hat, and began singing.  
I came, I saw, but Michelle conquered.  
The ride was long, hot, and exhausting.  
I finished my homework for science, algebra, and English literature. 
 

2. Use a comma to separate two or more coordinate adjectives that modify the same noun.  
 
Examples: 
 
Cold, rainy weather keeps tourists away.  
The long, exhausting car ride finally ended.  
 
Note: Long and exhausting are coordinate adjectives; therefore, they are separated by a 
comma. But car, though an adjective, is not coordinate with long and exhausting; long 
and exhausting modify not just car but the word group car ride. Hence, no comma 
precedes car. To determine whether adjectives are coordinate, make two tests: if they 
are coordinate, you will be able to join them with and or interchange their position in the 
sentence. 
 

3. Use a comma to highlight sharply contrasted coordinate elements.  
 
Examples: 
 
Paul was merely tired, not lazy. 
 



4. Use a comma before any one of the conjunctions (and, but, for, or, neither, nor, yet) 
when it joins a pair of independent clauses.  
 
Examples: 
 
Rob said he would be there, and I do not doubt his word.  
Many are called, but few are chosen. 
 

5. Use a comma after an introductory adverbial clause, verbal phrase, or absolute phrase.  
 
Example: 
 
When Rick finished the marathon, he was exhausted. (introductory adverbial clause) 
Being late, I could not eat breakfast. (introductory participial phrase)  
To enter the contest, we needed a number. (introductory infinitive phrase)  
For making the arrangements, Bob was given a bonus. (introductory gerund phrase)  
My ticket having been punched, I took a seat on the bus. (introductory absolute phrase)  
 

6. Use a comma to set off nonessential appositives.  
 
Examples: 
 
Heather, the leader of our group, was an articulate young woman. 
 

7. Use a comma to set off nonrestrictive phrases and clauses.  
 
Examples: 
 
Max Weber, whose theories and writing helped establish the foundations of modern 
sociology, considered bureaucracy to be the most important feature of modern society.  
 

8. Use commas to set off items in dates, geographical names, and addresses, and to set 
off titles after names.  
 
Examples: 
 
July 4, 1776, was a momentous day in our history.  
Do you know who lives at 1600 Pennsylvania Avenue, Washington, D.C.?  
John Dewey, the assistant principal, spoke at the meeting.  
1256 Main Street, Cleveland, Ohio, 30500  
Robert Kildare, M.D. 
 

9. Use commas to set off words in direct address.  



 
Examples: 
 
Sir, the line starts here.  
It is up to you, Patricia, to make the business succeed.  
This is the last straw, Mary. 
 

10. Use a comma after a mild interjection and after yes and no. 
 
Examples: 
 
Oh, I suppose you’re right.  
Yes, we do carry digital cameras. 
 

11. Use a comma to separate a direct quotation from the phrase identifying the speaker.  
 
Examples: 
 
“I was able,” Jonathan replied, “to finish my homework in one hour.”  
Paul said, “I will see you at 2:00 p.m. on Sunday.” 
 

12. Use a comma before and after such elements as for example, to be sure, in fact, 
however, nevertheless, and therefore, when they are used parenthetically.  
 
Examples: 
 
We do not, however, favor a moratorium. 
 

13. Use a comma to prevent the misreading of a sentence.  
 
Examples: 
 
To Carol, Tom was a hero.  
In 1939, 40 ships were lost. 
 

14. Avoid the use of superfluous commas.  
 

● Do not use a comma to separate a subject from its verb. 
● Do not use a comma to separate a verb from its complement or direct object. 
● Do not use a comma instead of a period between sentences (comma splice). 

 
 
 



Comma Practice 
 
Place commas in the following sentences. 
 

1. My mother sister aunt and brother left for the seashore. 

2. First I want to finish my book. 

3. Alex made chocolate pineapple and vanilla cupcakes. 

4. White fluffy cumulus clouds dotted the sky. 

5. Friends Romans countrymen lend me your ears. 

6. Potatoes candy and ice cream are bad for my weight. 

7. No I will not cut class. 

8. My father a well-known physician addressed the medical society. 

9. I came to the railroad station early but Lori was a half hour late. 

10. After Frank won the match he congratulated his opponent. 

11. Martin performed outstandingly in tennis swimming and boating. 

12. Jaime however is an excellent swimmer. 

13. Although there were flooded roads Alan managed to get through. 

14. Because Jose behaved badly in school he was not allowed to go to the movies.  

15. No I won’t buy that expensive DVD. 

16. If you eat a balanced diet you will be healthier. 

17. It is necessary therefore to maintain a normal weight. 

18. John Ritter the late movie actor was 54 years old when he died. 

19. If you come home early Alex we’ll be able to go to the mall. 

20. My father said “Be home before midnight.” 

 

 



Day 3 -  Use the previous days’ notes to complete the “Superfluous Punctuation” 

worksheet. 

Indicate in the blank following each sentence whether the sentence contains unnecessary 
punctuation. Use a C to indicate those sentences correctly punctuated and an X to indicate 
those sentences containing superfluous punctuation. 
 

1. I ask you, sir, whether he can be trusted. _____  
2. Frank Gresham, my best friend, is interested in a military career. _____ 
3. Joan Brooks, who is a junior, won the award; and Sue Benedict, JoAnn Wolanski, and 

Kim Lee, were named runners-up. _____ 
4. Roberto was able, at any rate, to complete his term paper on time. _____ 
5. On Laura’s desk, were the latest issues of Time, Newsweek, and Vogue. _____ 
6. After swimming for an hour, we went fishing; then we took a long walk. _____ 
7. Mrs. Byrne, our congresswoman, is a person, who is well respected. _____  
8. To Allan, Mary Ellen was very special. _____  
9. I support your program, although, I do not agree with all its provisions. _____ 
10. Some, of the streets ran north and south, others east and west, and yet others 

diagonally; but the entire pattern made sense. _____ 
11. The teacher, frustrated, and flustered, walked away from the annoying students. _____ 
12. In the summer, we will travel to Billings, Montana. _____ 
13. I camped, in a tent, near the ocean. _____ 
14. Johnny, Alex, and Derek, all play professional baseball. _____ 
15. I went to the Cedar Point amusement park in Sandusky, Ohio, and rode each of the rides 

at least twice. _____  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Day 4 - Use the notes below to complete the “Colon Practice”. 
 
The Colon  
 
The colon is used to mark a pause greater than that of a semicolon but less than that of a 
period. The colon is used to introduce a clause or phrase that amplifies or explains a preceding 
clause. As a strong mark of punctuation, the colon is the formal introducer, calling attention to 
something that follows.  
 
Rules 
 

1. Use a colon after a clause that introduces a formal list.  
 
Examples: 
 
There were several principal causes of World War II: the problems left unsolved by 
World War I, the rise of dictatorships, and the desire of Germany, Italy, and Japan for 
more territory.  
 
Note: A colon should be used only when the words preceding the list form a complete 
statement.  Incorrect: The insect enemies of wheat are: grasshoppers, chinch bugs, 
Hessian flies, and army worms. Correct: There are many insect enemies of wheat: 
grasshoppers, chinch bugs, Hessian flies, and army worms. 
 

2. Use a colon to introduce a clause that supplements or explains the preceding clause in a 
sentence.  
 
Examples: 
 
We live on a planet, not a star: A star is a sun. 
 

3. Use a colon to direct attention to a brief summary or an appositive at the end of a 
sentence.  
 
Examples: 
 
One characteristic accounted for his success: complete honesty. 
 

4. Use a colon to formally introduce a direct, lengthy quotation, or any other formal matter.  
 
Examples: 



 
In his last public speech to a group of friends outside his home on Armistice Day, 1923, 
Wilson declared: “I cannot refrain from saying it: I am not one of those who has the least 
anxiety about the triumph of the principles I have stood for.” 
 

5. Use a colon after the formal salutation of a letter, in expressing time, between chapter 
and verse reference from the Bible, between a title and subtitle, and in proportions.  
 
Examples: 
 
My dear Sir:  
Luke 4:7  
Victorian England: Portrait of an Age  
The ratio was 14:1  
8:30 a.m.  
1:3::3:9  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Colon Practice 
 
Punctuate the following sentences, placing the colon in the appropriate place. 
 

1. Ladies and Gentlemen 

2. Sharon took six subjects English, French, history, calculus, physics, and band. 

3. You will need a camp uniform shorts, slacks, T-shirts, socks, and sweaters. 

4. They bought the groceries you ordered cereal, milk, sugar, onions, and potatoes. 

5. Dear Sir I am responding to your letter. 

6. Bring your books with you the novel, the play, and the autobiography. 

7. I have many chores every morning milking the cows, feeding the cat, finishing 

homework, and preparing for school.  

8. My mother has owned six cars two Fords and four Subarus. 

9.  I have visited three major league ballparks Boston’s Fenway Park, Baltimore’s Camden 

Yards, and New York’s Yankee Stadium. 

10.  In his Gettysburg Address, Lincoln concluded “…government of the people, by the 

people, for the people, shall not perish from the earth.” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Day 5 - Use the notes below to finish the “Semicolon Practice”. 
 
The Semicolon  
 
The semicolon marks a pause of less duration than the colon but more than the comma. The 
semicolon is used between two main clauses not joined by a coordinating conjunction (and, but, 
for, or, nor, yet, so) and between coordinate elements containing commas. The purpose of the 
semicolon is to coordinate parallel constructions.  
 
Rules 
 

1. Use the semicolon between pairs of main clauses not connected by a coordinating 
conjunction (and, but, for, or, nor, yet, so).  
 
Examples:  
 
You may help him; I will not.  
Louis struggled to land the bass; it flipped its tail as it vanished.  
In every work of genius we recognize our own rejected thoughts; they come back to us 
with a certain alienated majesty.  
Democritus wrote that all matter consists of tiny bits of material called atoms; Aristotle, 
using deduction and logic, formed theories in many areas of physics; Archimedes 
discovered laws for the behavior of levers; Ptolemy pictured the Earth as standing still, 
with the sun, moon, planets, and stars moving in circles around it. 
 

2. Use the semicolon between pairs of main clauses not connected by a coordinating 
conjunction especially when a conjunctive adverb (therefore, nevertheless, however, for 
example) is present.  
 
Examples: 
 
You may help him; however, I will not.  
You may help him; I, however, will not.  
 
Note: When a conjunctive adverb is used with a semicolon, the semicolon follows the 
first main clause. If the conjunctive adverb is the first word or phrase in the second 
clause, it is followed by a comma. If the conjunctive adverb is located within the second 
clause, it is set off by commas. 
 

3. Use a semicolon to separate word groups when the elements of each word group are 
already separated by commas or other marks of punctuation.  
 
Examples: 



 
Participating in the First Crusade were Peter the Hermit, a preacher; Count Robert of 
Flanders, a trained warrior; and Behemund, a Norman lord from Sicily. 
 

4. Use a semicolon between parts of main clauses in which coordinating conjunctions are 
present if such clauses are long, contain commas, or if emphasis is desired.  
 
Examples: 
 
It is most unusual; and it should not be tolerated.  
It is not just to the people, the state, or the country; and although difficult, a proper 
decision must be made.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 



Semicolon Practice 
 
Punctuate the following sentences by placing semicolons in the appropriate places.  
 

1. John went swimming Serena played tennis. 

2. He grew potatoes, onions, carrots, radishes, and beets but she grew roses, gladioli, 

tulips, and chrysanthemums. 

3. I hated English I loved history. 

4. Working hard, Corinne completed her design in time for the meeting however, her boss 

told her the client would be late.  

5. Eric swept the porch Kevin raked the leaves Chris pruned the rose bushes. 

6. I considered taking a new job still, I hate to leave this one. 

7. I love the color of my new sweater moreover, it’s a perfect fit. 

8. My father, an aerospace engineer, couldn’t find a job my mother, therefore, had to go to 

work. 

9. We won the soccer game we lost the football and basketball games. 

10. The children were playing quietly I had time to bake muffins. 


