
Simple Sentence 

 

Clause 

Compound Sentence 

 

Independent Clause 

Complex Sentence 

 

Dependent Clause  
    (Subordinate Clause) 

Compound-Complex 
Sentence 

 

Coordinating 
Conjunctions 



   a group of words that contains both a subject and  
   a verb 
 
 Ex. Jack threw the ball.  

 

   has one independent clause and no subordinate 
   clauses. Any part of the sentence, such as subject,  
   predicate, verb, or object, may be compound. 
  
   Ex. Art and music please adults and children.  

   expresses a complete though and can stand alone  
   as a sentence 
 
   Ex. The South American rain forests support a  
   diversity of life forms. 

 

   has two or more independent clauses joined 
   together. Any of these can be used to join  
   independent clauses:  

 a comma and a coordinating 
conjunction 

 a semicolon 

 a semicolon followed by a conjunctive 
adverb 

   contains a subject and a verb but does not express 
   a complete thought and cannot stand alone as a  
   sentence 
   Ex. When the wind erodes mountains 
 
   A Dependent Clause must always be combined  
   with an independent clause.  
   Ex. When the wind erodes mountains, flat-topped  
   mesas and plateaus are created.  

 

   has one independent clause and one or more 
   subordinate clauses.  
 
   Ex. When I go home, I want to take a nap.  

   joins two independent clauses. (and, but, or, nor, 
   for, so, yet) 
 
   Ex. The Pacific Ocean is the largest ocean, and Mr. 
   Everest is the highest mountain. 

 

   consists of two or more independent clauses and  
   one or more subordinate clauses.  
 
   Ex. The mural is an ancient art form, but since the  
   1920s, when Mexican painters began painting  
   murals, modern artists have given it new life.  



Commas in a Series of 
three or more 

 

Dependent Clauses 

Commas in a Series of 
two 

 

Transitions 

Dates and City/States 

 

        Phrases 

Coordinating 
Conjunctions 

 

Interrupters 



   Use a comma after a dependent clause that comes 
   before an independent clause.  
 
   Ex. When I go home, I want to take a nap.  
 
   Use no comma before a D.C. that comes after the 
   I.C. unless it's an afterthought. 
 
   Ex. I want to take a nap when I go home.  

 

 

   Use a comma in a series of three or more 
 
   Ex. I enjoy eating pizza, drinking pop, and watching 
   football. 

 

   Use a comma after a transition at the beginning of 
   the sentence and before a transition at the end.  
 
   Ex. Unfortunately, I did not win the prize.  
 
   Ex. Did you go to the game, too? 

 

 

   Use a comma in a series of two only if the word  
   "and" sounds correct where the comma goes 
 
   Ex. The tall, well-built athlete is nice.  
    (The tall and well-built athlete is nice.) 

 

   Use a comma after a phrase at the first of a  
   sentence but not if the phrase comes at the end.  
 
   Ex. In the beginning, I felt like a loser.  
 
   Ex. I was a winner by the end.  

 

 

   Use commas surrounding dates and city/states 
 
   Ex. On May 24, 1983, I was born.  
 
   Ex. I went to Garden City, Kansas, to go shopping. 

      

   Usually place a comma on both sides of an  
   interrupter 
 
   Ex. The purpose, though, is to do your best.  

 

 

   And, but, or, nor, for, so, yet 
 
   Use a comma before a coordinating conjunction  
   only if a complete sentence is found on both sides.  
 
   Ex. I went to the store, but I did not buy anything.  
 
   Ex. I went to the store but did not buy anything. 

 



Run-On Sentence 

 

Colons 

 
Comma Splice 

 

          Apostrophes 

Semicolons 

 

       Hyphens 

Dashes 

 

 



   Use a colon for lists or when a second sentence 
   explains a previous sentence.  
 
   Colons cannot follow a verb or a preposition.  
 
   Ex. His goal was obvious: win at all costs.  
 
   Wrong Ex. I bought: cheese, eggs, and milk.  

 

 

   Made up of two or more sentences written as if  
   they were one 
 
   Ex. Not everyone has to travel to get to work in  
   fact more and more people are working from    
   home. 
 
   Corrected: Not everyone has to travel to get work; 
   in fact, more and more people are working from  
   home.  

 
   Use an apostrophe to indicate a contraction or to 
   show possession.  
 
   Ex. (Singular) I bought the student's notebook.  
 
   Ex. (Plural) I went to the teachers' lounge.  
 
   Hint: take off the apostrophe and everything  
   following it. Determine if what's left is singular or  
   plural. Ex. Cats' paws versus cat's paws.  

 

 

   The incorrect joining of two sentences by a comma 
 
   Ex. Companies save money when employees work 
   at home, they minimize real estate costs. 
 
   Corrected: Companies save money when 
   employees work at home; they minimize real  
   estate costs.  

   Use hyphens for compound adjectives that come 
   before the nouns they modify. 
   Ex. He prefers the content-based instruction.  
 
   Use no hyphen when the adjectives come after the 
   noun.  
   Ex. He prefers instruction that is content based.  
 
   Don't use hyphens with an adverb/adjective  
   combination 
   Ex. He was an exceptionally bright student.  

 

   1. Separate two closely connected sentences.  
   Ex. I like cheese; I do not like cheddar.  
 
   2. Used with a conjunctive adverb.  
   Ex. I like cheese; however, I do not like cheddar.  
 
   3. Used as a super comma.  
   Ex. I went to Plains, Kansas; Tyrone, Oklahoma; and 
   Dallas, Texas. 

 

 

 

   Use a dash for afterthoughts or for a break in  
   sentence construction 
   (Commas and parentheses work the same way for 
    separating an interrupter.)  
 
   Ex. The meal--at least he called it a meal--consisted  
   of crackers and cheese.  

 



Reading/Writing 
Strategies 

 

Who/Whom 

Punctuating between 
Sentences 

 

Than/As 

Punctuating within a 
Sentence 

 

Noun/Pronoun 
Antecedents 

Nominative and 
Objective Case 

Pronouns 

 

Each is One Body 



   1. Try replacing who with he and whom with him to 
   see which one sounds correct. 
   Ex. Who is the coolest guy in school? He/Him is the 
   coolest guy in school?  
 
   2. If a preposition is directly before it, it will be 
   whom. 
   Ex. To whom, for whom, by whom, with whom, in  
   whom, etc.  

 

 
   1. Choose the most concise version if this is  
   mechanically correct otherwise 
   2. Choose the most descriptive version if this is  
   mechanically correct otherwise 
   3. Choose the most logical option (i.e. which   
   version best concludes the main idea of the    
   paragraph) 
   4. Choose the one option that’s different from the 
   other three (which are basically the same) 
   5. Choose the correct word choice (than/then,  
   affect/effect, etc.) 

 
   If these words are involved, look for an underlying  
   sentence.  
 
   Ex. I am faster than she. (is fast) 
 
   Ex. You are as beautiful as she. (is beautiful) 

 

 

   Usually place periods between two Independent  
   Clauses (IC’s) unless the 2nd IC is closely  
   connected—then use a semicolon. 
 
   Only use a comma if a coordinating conjunction  
   joins these two IC’s. 

 

   If the noun is plural, use a plural pronoun. If the  
   noun is singular, use a singular pronoun. 
 
   Ex. The students finished their assignments.  
 
   Ex. Bill turned in his work.  

 

 1. Usually place a comma after a group of words 
coming before an IC and use no comma if this group 
comes after the IC. If this group of words is found in 
the middle of an IC, then place commas on both 
sides of this “group”. 
2. Place a comma after transitions/introductory 
elements found at a sentence’s beginning and 
before transitions/ending elements that come at a 
sentence’s end.  
3. Use no comma before a coordinating conjunction 
unless the latter is in a series of three or more—and 
unless an IC is found on both sides of it. 

   If the word is each or ends in one or body, it is  
   singular. 
 
   Ex. Everyone took his position in the line.  
 
   Ex. Each of the boys brought his lunch to school.  

 

 
   
 Nominative (subjective) case pronouns act as the 
   subject and perform the action of the sentence.  
 
   Ex. I went home. We are friends. They are cool.  
   Objective case pronouns receive the action of the  
   sentence.  
 
   Ex. It was given to me. Jim bought us some pizza.  
   Joe went with them.  

 



Rule 16 

  

Misplaced Modifiers 
 

  

Titles 

  

Fragments 

  



  

   Don’t be redundant. To be redundant and  
   repetitive is really unneeded and unnecessary.  
 
   Basically, keep it simple (K.I.S.S.) 

  

   Avoid dangling phrases by placing the phrases  
   close to the nouns that they modify. 
 
   Ex. While plowing the field, the deer was spotted  
   by the farmer. 
                              Versus 
 
   Ex. While plowing the field, the farmer spotted a  
   deer. 

   
   Underline (or italicize) titles of books, magazines,  
   newspapers, plays, art works, and proper  
   transportation nouns 
 
   Ex. He read The Great Gatsby. 
 
   Use Quotation Marks for shorter works, poems,  
   and article titles 
 
   Ex. He read Joyce’s short story “The Dead.” 

   
    
   A fragment is a piece of a sentence. It lacks either a 
   subject, a verb, or a complete thought. 
 
   Ex. Went to the park.  (missing a subject) 
 
   Ex. He, although tall and handsome, cool. (missing 
   a verb) 
 
   Ex. He bought. (missing a complete thought) 



 
   They were also setting in time to a sound that  
   embodies their unique history. 

A. No Change 
B. they’re 
C. it’s  
D. its’ 

 

 

   I hear the songs of cardinals in the trees. 
A. No Change 
B. You can hear 
C. One can even hear 
D. While hearing 

 

 
  
  Its impossible to predict which people will dig into  
   their pockets. 

A. No Change 
B. It’s  
C. Its’ 
D. That’s 

 

 

 
 
   A teenager whose holding a shoebox containing a 
   kitten smiles at a line of girls.  

A. No Change 
B. thats 
C. which is 
D. who’s 

 

 
   Last year, one of our exchange students was Beth  
   Fletcher, who came from London, England.  

A. No Change 
B. whom 
C. which 
D. she who 

 

 

 
   Someone would look up from playing pinball or  
   folding clothes and nods and smiles at me.  

A. No Change 
B. nod and smile 
C. nodding and smiling 
D. nods to smile 

 

 
   While he knows that his foods can’t beat the taste 
   of real home cooking, it does come very close. 

A. No Change 
B. it has 
C. they do 
D. and that they 

 

 

 
   My father spoke fondly of the days before two  
   teenagers taken over the phone.  

A. No Change 
B. took 
C. had took 
D. begun to take 

 



 
   7 
   Avoid using ambiguous pronouns 
 
   I hear the songs of cardinals in the trees. 

A. No Change 
B. You can hear 
C. One can even hear 
D. While hearing 

 

 

 
   1 
   Their, There, and They’re 
 
   They were also setting in time to a sound that  
   embodies their unique history. 

A. No Change 
B. they’re 
C. it’s  
D. its’ 

 
 
   8 
   Use who for people and that or which for  
   nonhumans 
 
   A teenager whose holding a shoebox containing a 
   kitten smiles at a line of girls.  

A. No Change 
B. thats 
C. which is 
D. who’s 

 
 
   3 
   Its and It’s 
 
   Its impossible to predict which people will dig into 
   their pockets. 

A. No Change 
B. It’s  
C. Its’ 
D. That’s 

 

 
   9 
   Concerning subject-verb agreement 
 
   Someone would look up from playing pinball or 
   folding clothes and nods and smiles at me.  

A. No Change 
B. nod and smile 
C. nodding and smiling 
D. nods to smile 

 

 
 
   4 
   Use the correct Nominative or Objective Case 
   Pronouns 
 
   Last year, one of our exchange students was Beth 
   Fletcher, who came from London, England.  

A. No Change 
B. whom 
C. which 
D. she who 

 
   10 
   Usually don’t shift the tense of a verb 
 
   My father spoke fondly of the days before two 
   teenagers taken over the phone.  

A. No Change 
B. took 
C. had took 
D. begun to take 

 

 
 
   5 
   Use correct Noun-Pronoun antecedents 
 
   While he knows that his foods can’t beat the taste  
   of real home cooking, it does come very close. 

A. No Change 
B. it has 
C. they do 
D. and that they 

 



 
 
 
   The players meander about on artificial turf that is 

not natural grass. 
A. No Change 
B. that is not real, 
C. that’s not grass 
D. OMIT the underlined portion.  

  
 
 
   At 2 p.m., on October 27, 1904; thousands of New 
   York City residents poured into the streets. 

A. No Change 
B. 2 p.m. on October 27, 1904, thousands 
C. 2 p.m., on October 27, 1904; thousands, 
D. 2 p.m. on October 27, 1904, thousands,  

 
 
   Domed and bowl-shaped, my sons sit in a park  
   where the players meander about on artificial turf.  

A. No Change 
B. My sons sit, in a park, dome and bowl-

shaped 
C. My sons in a park sit domed and bowl-

shaped 
D. My sons sit in a domed, bowl-shaped park 

  
 
   Today, Luigi’s battery is fully charged, I know I can 
   go all the way to the end.  

A. No Change 
B. charged, because of that, 
C. charged, this means that 
D. charged, so 

 
 
 
   As a young woman, she wrote of pining for a  
   valentine and of visiting the Chinese Museum. 

A. No Change 
B. visiting to 
C. of her visiting to 
D. of her visiting at 

  
 
 
   Though the two remained cordial, but their  
   friendship was damaged.  

A. No Change 
B. cordial and 
C. cordial that 
D. cordial, 

 
 
 
   That’s what makes pinball a continually challenge. 

A. No Change 
B. continuously 
C. continual 
D. continue 

  
 
 
   When I was a child, it was a five-hour, once-a- 
   summer trek, to the nearest ballpark.  

A. No Change 
B. child, it was a five-hour, once-a-summer trek 
C. child, it was a five-hour once-a-summer, trek 
D. child it was a five-hour once-a-summer trek, 



 
 
   B 
   Use a comma in a series of two only if “and” 
   sounds correct. Dates and City/States 
 
   At 2 p.m., on October 27, 1904; thousands of New  
   York City residents poured into the streets. 

A. No Change 
B. 2 p.m. on October 27, 1904, thousands 
C. 2 p.m., on October 27, 1904; thousands, 
D. 2 p.m. on October 27, 1904, thousands,  

  
 
   16 
   Don’t be redundant 
   The players meander about on artificial turf that is 

not natural grass. 
A. No Change 
B. that is not real, 
C. that’s not grass 
D. OMIT the underlined portion.  

 
 
   C 
   Use a comma before a coordinating conjunction if 
   a complete sentence is found on both sides 
 
   Today, Luigi’s battery is fully charged, I know I can 
   go all the way to the end.  

A. No Change 
B. charged, because of that, 
C. charged, this means that 
D.   charged, so 

  
    
   17 
   Misplaced Modifiers 
 
   Domed and bowl-shaped, my sons sit in a park  
   where the players meander about on artificial turf.  

A. No Change 
B. My sons sit, in a park, dome and bowl-shaped 
C. My sons in a park sit domed and bowl-shaped 
D.   My sons sit in a domed, bowl-shaped park 

 
   D 
   Use a comma after a Dependent Clause that comes 
   before an Independent Clause. Use no comma  
   when the D.C. comes after the I.C. unless it’s an  
   afterthought 
   Though the two remained cordial, but their  
   friendship was damaged.  

A. No Change 
B. cordial and 
C. cordial that 
D.   cordial, 

  
 
   20 
   Use Parallel Structure 
 
   As a young woman, she wrote of pining for a 
   valentine and of visiting the Chinese Museum. 

A. No Change 
B. visiting to 
C. of her visiting to 
D. of her visiting at 

 
 
   F 
   Use a comma after a phrase at the first of a 
   sentence but not if the phrase comes at the end 
 
   When I was a child, it was a five-hour, once-a- 
   summer trek, to the nearest ballpark.  

A. No Change 
B. child, it was a five-hour, once-a-summer trek 
C. child, it was a five-hour once-a-summer, trek 

D. child it was a five-hour once-a-summer trek, 

  
 
   22 
   Use “well” as an adverb and “good” as an adjective 
 
   That’s what makes pinball a continually challenge. 

A. No Change 
B. continuously 
C. continual 
D. continue 



 
 
 
   The next morning, using twigs, for kindling she 
   starts a small blaze.  

A. No Change 
B. morning, using twigs for kindling,  
C. morning, using twigs for kindling;  
D. morning using twigs, for kindling, 

  
 
 
   The city was celebrating an incredible engineering 
    feat; the completion of the subway. 

A. No Change 
B. feat, over 
C. feat: 
D. feat 

 
 
 
   Bicyclists streak past in a blur of color and a cloud 
   of dust I don’t understand their hurry. 

A. No Change 
B. dust, however, 
C. dust. 
D. dust, 

  
 
 
   Let us study an outfielders face, without the… 

A. No Change 
B. outfielder’s face, 
C. outfielders’ face, 
D. outfielders face’s,  

 
 
 
   Around this time the polka music played by 
   German immigrant railroad workers; left its mark  
   on Waila. 

A. No Change 
B. workers 
C. workers: 
D. workers,  

  
 
 
   Sometimes, a pinball you thought was lost, will 
   inexplicably bounce back into play. 

A. No Change 
B. lost will 
C. lost, will, 
D. lost will, 

 
 
 
   I ride this trail nearly every day—not on a bike, but 
   on “Luigi.” 

A. No Change 
B. day; not on a bike 
C. day not on a bike 
D. day, not on a bike;  

  
 
 
   Alex Haley began to refer to her as “my American  
   griot,” this was a revelation to Smith 

A. No Change 
B. griot” that 
C. griot.” This 
D. griot,” 



 
 
K 
Use a colon for lists unless the list follows a verb or 
preposition. Use a colon when a second sentence 
explains a previous sentence 
 
The city was celebrating an incredible engineering feat; 
the completion of the subway. 

A. No Change 
B. feat, over 
C. feat: 
D. feat 

 
 
 
G 
Usually place a comma on both sides of an interrupter 
 
The next morning, using twigs, for kindling she starts a 
small blaze.  

A. No Change 
B. morning, using twigs for kindling,  
C. morning, using twigs for kindling;  
D. morning using twigs, for kindling, 

 
 
L 
Use an apostrophe to indicate a contraction or to show 
possession 
 
Let us study an outfielders face, without the… 

A. No Change 
B. outfielder’s face, 
C. outfielders’ face, 
D. outfielders face’s,  

 
 
 
H 
Use periods, exclamation marks, or question marks 
accordingly 
 
Bicyclists streak past in a blur of color and a cloud of 
dust I don’t understand their hurry. 

A. No Change 
B. dust, however, 
C. dust. 
D. dust, 

 
 
N 
Don’t separate the subject and verb parts of a sentence 
with a comma 
 
Sometimes, a pinball you thought was lost, will 
inexplicably bounce back into play. 

A. No Change 
B. lost will 
C. lost, will, 
D. lost will, 

 
 
 
I 
Use a semicolon between two closely connected 
sentences not joined by a conjunction. Also, in a series 
that contains commas   
 
Around this time the polka music played by German 
immigrant railroad workers; left its mark on waila. 

A. No Change 
B. workers 
C. workers: 
D. workers,  

 
 
O 
Quotation Marks 
 
Alex Haley began to refer to her as “my American griot,” 
this was a revelation to Smith 

A. No Change 
B. griot” that 
C. griot.” This 
D. griot,” 

 
 
 
J 
Use a dash for afterthoughts or a break in sentence 
construction 
 
I ride this trail nearly every day—not on a bike, but on 
“Luigi.” 

A. No Change 
B. day; not on a bike 
C. day not on a bike 
D. day, not on a bike;  



 
 
 

 

  
 
 

 

 
 
 

 

  
 
 

  

 
 
 

  

  
 
 

 

 
 
 
 
 

  
 
 

 



 
 
 

 

  
 
 

 

 
 
 

 

  
 
 

  

 
 
 

  

  
 
 

 

 
 
 
 
 

  
 
 

 



 
 
 

 

  
 
 

 

 
 
 

 

  
 
 

  

 
 
 

  

  
 
 

 

 
 
 
 
 

  
 
 

 



 
 
 

 

  
 
 

 

 
 
 

 

  
 
 

  

 
 
 

  

  
 
 

 

 
 
 
 
 

  
 
 

 



 

 


