
Some Punctuation Rules



Introduction

Look at some potentially confusing 
punctuation rules

Different guidelines

Just be consistent 

Primary purpose of punctuation –

help the reader interpret what is 

written 

Punctuation rules looser when writing 

sales content



Agenda

Comma

Period 

Colon

Semicolon

Spacing Issues

Note: Handout contains additional 
information



Clauses—Terms to Know



Comma

Use comma before co-ordinating 
conjunction that joins independent 
clauses (unless the independent 
clauses are very short) 

I know this might sound dramatic, but 
the amount of garbage being produced 
is bothering me so much that I can’t 
sleep at night. 

Shorter independent clauses

Let’s have lunch and we’ll talk.



Dependent clause, independent 
clause

If you're a practitioner who makes 
diet and nutrition 
recommendations, then you’ll want 
to attend my upcoming webinar.

Independent, nonessential dependent 
clause, clause

That Tuesday, which happens to be my 

birthday, is the only day that I can meet 

with you.

The client is eager to try new foods. 
Exercise, on the other hand, may present 
a challenge.



When addressing another person by 
name, set off the name with commas

Did you know that the air inside your 
house can be up to 100 times dirtier 
than the air outside, Sally?



Use a comma before a question tag. 

I know, right? 

You didn’t actually make seven different 

types of kimchi, did you?



Separate interdependent clauses with comma 

unless clauses are very short

The fewer the complications, the faster the 

session will go.

The more the merrier.

Set off sentence adverb with comma

More importantly, we don’t want to be afraid of 

our food.

WHAT IS A SENTENCE 

ADVERB?

Adverb that modifies an 

entire independent clause

Example: Unfortunately, 

no tickets are available for 

the workshop.



Comma with Date

In the month-day-year form, place 

commas before—and unless the date 

comes at the end of the sentence—

after the year.

Example: On October 1, 2016, she 

became an holistic nutritional 

consultant .



Serial comma, series comma or Oxford 
comma

Separates items in a list or in a series 
consisting of three or more elements 
The series can consist of single words, 
phrases, or clauses. 

If you use, be consistent

Sometimes need serial comma for 
clarity

Example (serial comma needed for 
clarity): We ate bananas, grapes, and 
strawberry and kiwi compote.



Don’t use commas to set off essential 

elements of the sentence, such as 

clauses beginning with that (relative 

clauses). That clauses after nouns are 

always essential. That clauses 

following a verb expressing mental 

action are always essential.

Incorrect: The book, that I borrowed 

from my mentor, is excellent.

Correct: The book that I borrowed 

from my mentor is excellent.

Incorrect: The holistic nutritionist, Sally 

Great, drafted the gut-health book.

Correct: The holistic nutritionist Sally 

Great drafted the gut-health book.



Don’t use comma between 2 verbs or 

verb phrases in compound predicate

Incorrect: Shelly recommended that 

her client eat lots of fibre, but forgot to 

tell her to eat some fermented foods.

Correct: Shelly recommended that her 

client eat lots of fibre but forgot to tell 

her to eat some fermented foods.



Don’t use comma to join independent 

clauses

Called a comma splice

Need a conjunction or a semicolon. 

Or might change the sentence to 2 

sentences.

COMMA SPLICES

“Most usage authorities accept 

comma splices when (1) the 

clauses are short and closely 

related, (2) there is no danger of a 

miscue, and (3) the content is 

informal.”

Garner’s Modern American Usage

Example: I think, therefore I am.



Incorrect: The workshop is ready to go,

we just need some clients.

Correct: The workshop is ready to go;

we just need some clients. OR The 

workshop is ready to go, but we just 

need some clients. OR The workshop is 

ready to go. We just need some clients.



What Punctuation to Use?

Indirect question: I wondered if my 

diet was affecting my bowel 

movements.

Polite request: Would you please 

email me your food journal by Friday.

Embedded tag question: We all 

believe, don’t we, that our lack of 

sleep will affect our mood.

One-word interrogatives: Employees 

should not second-guess company 

policy by asking why.

Rhetorical questions: It’s 35 degrees 

Celsius. Have you ever felt such 

heat? 



The Semicolon

Use a semicolon when you link 2 

independent clauses with no 

connecting words

The client approved of the 

recommendations; she will purchase 

the supplements tomorrow.



Also can use a semicolon when you join 
two independent clauses together with 
one of the following conjunctive adverbs 
(adverbs that join independent clauses): 
however, moreover, therefore, 
consequently, otherwise, nevertheless, 
thus, etc. 

Example: The practitioner made six 
recommendations; however, the 
client only agreed with three of 
them. 



The Colon

May be used to introduce a list 

Don’t use a colon if the words that 

precede the list don’t form an 

independent clause (an exception 

could be a deliberate fragment used to 

introduce a full statement following a 

colon).

After the session, she started 

preparing for the workshop: drafting 

emails, making cold contacts and 

organizing her desk.



Don’t use a colon after including, such 

as, or for example

Incorrect Use 

Lily whipped up a five-course meal, 

including: cauliflower soup, succulent 

salmon, and pumpkin pie.



Spacing

Periods: Only 1 space, not 2, between 

sentences—whether first ends in 

period, question mark, exclamation 

point, or closing quotation mark or 

parenthesis

The practitioner talked about the 

importance of gut health. Why did he 

talk about gut health? Because it’s so 

important.



Ellipsis Points

When used to indicate a pause, 

interruption, or hesitation in dialogue 

or narrative text, ellipsis points are 

called suspension points. 

3 spaced points ( . . . ) or precomposed 

unspaced triple-dot symbol (…)

Example: Clients like this…  OR 

Clients like this . . .



Em Dash

Various guidelines for spacing

Choose one way

Jen’s client—a woman in her late 

forties—requires substantial gut 

work.

Jen’s client – a woman in her late 

forties – requires substantial gut 

work.



En Dash

No space before or after

Example:

Read pages 18–25 before the 

next practitioners’ meeting.

Handout describes how to 
create dashes on computer


