	Precision Guidelines & Rules for Use of Commas & Conjunctions
Abbreviations you will find in this packet: 

S = Sentence (A phrase that contains a subject and a verb:  “I am.”)

NS = Non-sentence (a phrase that does not contain a subject and a verb: “went to the store last Saturday with my Aunt Edna”)

cc = Coordinating Conjunction (and, but, or nor, yet, [so], and [for]) NOTE: so and for can be SC’s.

ca = Coordinating Adverb (Check mobility of the word to determine. Common ca’s: thus, however, therefore, in fact, consequently, on the other hand, nevertheless…etc.)

SCidea = Subordinating Conjunction + the idea that it introduces. (Check mobility of the whole phrase to determine. Common SC’s are because, although, since, as, when, etc.)

RPidea = Relative Pronoun + the idea it introduces. (Who, whom, whose, which and that.)

App = Appositive phrase. (An appositive phrase is simply a word or phrase, not a clause, that renames another noun or pronoun close by or next to it and not separated by a verb)

RULES FOR CC's (Coordinating Conjunctions) (and, but, or, nor, yet, so and for)
S cc S.
S, cc S.

$; cc, S.   ($=a sentence with internal punctuation)

cc NS (not a sentence)
RULES FOR CA's (Coordinating Adverbs) (words like: thus, first, therefore, however, consequently, in fact, etc…)
S; short ca S

S; ca, S

S; 1/2S short ca 1/2S

S; 1/2S, ca, 1/2S

S; S, ca.
RULES FOR SC ideas (Subordinating Conjunctions and their Ideas) (phrases that begin with words like: because, when, while, then, so, if…)
S SCidea.
SCidea, S.
½ S, SCidea, ½ S.
RULES FOR RPideas (Adjective Clauses) (phrases that begin with who, whom, whose, which and that)
S needed RP idea.
S, extra RP idea.
½ S needed RP idea ½ S.
½ S, extra RP idea, ½ S.
RULES FOR App's (Subordination with Appositives)

S needed app.   

½ S needed app ½ S.  

S, extra app.  

½ S, extra app, ½ S.  

Introductory app, S.  

½ S, special app, ½ S 


Coordinating Conjunctions

Coordinating Conjunctions (cc): relate and equalize words, phrases, or clauses.  These relationships include: additional idea, contrast, cause/result, conditional result, choice.  

THE RULES:

S cc S.
S, cc S.
$; cc, S.  ($=a sentence with internal punctuation)

cc NS (not a sentence)
How can you recognize a cc? Cc’s must be memorized and are as follows:

And

Yet

But

Or

Nor

So (when "therefore" can be substituted)
For (when "because" can be substituted)
Rules for cc’s:
	. . . , . . . , cc . . . 

THE SERIES: cc’s join words, phrases, and short clauses as a series.  In such a case, punctuation rules require a comma be placed after every item in the series, including the one before the coordinate conjunction. 

Ex:  
I like apples, oranges, peas, and bananas. 
                            . . . ,      . . . ,  . . . , and . . . 
Ex: The condenser reservoir temperature, the evaporator reservoir temperature, and the compressor power were recorded.  

                                                          . . . ,                                                   . . . , and . . . 



	S cc S.

THE SHORT COMPOUND SENTENCE: Cc’s can join two short (fewer than four words) sentences (independent clauses) without a comma preceding the cc. This situation is what a textbook would call a short compound sentence. 

Ex:
I studied hard but I failed. 

(No commas used here because both sentences being joined by the cc are four words or less.)
Ex:
The results were compared and the discrepancies were explained.
(No commas used here because both sentences being joined by the cc are four words or less.)



	S, cc S.

THE REGULAR COMPOUND SENTENCE:  Cc’s with a comma preceding can join two sentences. 

Ex:
The fall is a beautiful time of year, yet spring also has a beauty all its own.
                                                                S  ,  cc   S.
Ex:      The COP will be determined by two different methods, and these results are to be compared.

                                                                           S  ,  cc S.



	$; cc S.

THE COMPLICATED COMPOUND SENTENCE: Cc’s with a semicolon preceding the cc can join two sentences, one of both of which possess internal punctuation with commas.  
Ex.: I do enjoy fall, winter, and spring; but summer, which brings a long vacation, is my favorite season.

                          . . . ,  . . . , cc . . .       $ ;  cc   S.  
(Note: two rules are applied in this sentence. The series makes the first sentence a $ or “complicated” sentence)

Ex:  The COP was determined by measuring the heat of rejection at the condenser, the compressor, and the compressor energy 
input; and the results were compared.                                                                 . . . ,                   . . . , cc  . . .                  
                     $ ;  cc   S.

(Note: two rules are applied in this sentence. The series makes the first sentence a $ or “complicated” sentence)




	SccNS.

NSccS.
CC's with NON-SENTENCES: This last rule is simply not to use a comma to separate anything (words, phrases, or clauses joined by a cc) unless the items are sentences or are part of a series.  There are many variations of this rule.

Ex. :  I like apples and oranges.

                  S           cc     NS
Ex. :  The differences between the two methods of determining the 
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 will be explained and graphed.                                                                                                                                

                                                                                                                                                    S  cc  S
Ex. : Apples and oranges are my favorite fruits.

         NS      cc      S.
Ex. : Methods for avoiding  discrepancies and the differences between the two methods of determining the 
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 will be explained.                                             NS    cc     S.



Coordinating Adverbs

Rules for CA's:
S; ca, S

S; 1/2S, ca, 1/2S

S; S, ca.
A Coordinating Adverb is a word or phrase that does two things: (1) it equalizes the importance of ideas in two separate sentences and at the same time (2) it clarifies a relationship between the content of two sentences.  Unlike the coordinate conjunction, the ca cannot join two sentences with a comma. NOTE: You will never use a ca unless you use one with a semicolon to separate the two sentences or unless you use a period and a capital letter to separate them.

How can you recognize a ca?

1.   
Look for a word or phrase that indicates a specific relationship between two different sentences.

2.   
Look for the word or phrase in the idea expressed in the second sentence.

3.   
See if the word or phrase is movable elsewhere in the second sentence only.  Ca’s can appear at the beginning, somewhere within, or at the end of a sentence.  

NOTE: some common ca’s are: thus, therefore, for instance, however, on the other hand, firstly, secondly… lastly, for example, still, in contrast, as a result, nonetheless, as a matter of fact. . . .)

***WARNING:  although these words normally function as ca’s, you must do the mobility test before making a definite decision.  Try to place the word in another part of the second sentence.  If your sentence still makes sense, then you are dealing with a ca and can punctuate accordingly. 

Things to remember about ca’s:

1.  
Ca’s are words or phrases that connect ideas between two separate sentences.

2.  
A semicolon or a period and capital letter must separate the two sentences.

3.  
A ca is movable within the second sentence.  It can occur at the beginning of the second sentence or somewhere within the second sentence and even at the end.

4.  
No comma comes after a small ca that occurs at the beginning of a second sentence.  

5.  
A comma comes after a large ca that occurs at the beginning of a second sentence.

6.  
If the small ca comes in the middle of the second sentence you do not use commas unless you want the reader to pause.

7.  
If a large ca comes in the middle of the second sentence you must put a comma before and after the ca.

Rules for Ca’s

	S; ca, S

S. ca, S 
CA’s THAT BEGIN A SENTENCE: Put a semicolon or a period and capital letter before a ca and a comma after it when beginning a new sentence with a ca.

Ex:   I worked hard on the assignment; as a result, I was tired.

                                               S    ;    ca,            S.
Ex:  The compressor power may simply be measured by a Watt meter.  However, the heat transfer for 

                                                                                                           S   .      Ca,        S.
the condenser must be determined indirectly by measuring the temperature changes.  



	S; ½S, ca, ½S
S; ½S ca ½S
INTERNAL CA’s: When a ca comes within a second sentence, not at its beginning, put no commas if you wouldn’t pause before and after the ca and put commas if you would pause before and after it.  The writer is the judge.  Usually, the closer the ca is to the beginning of the second sentence, the less likely you are to pause.

Example #1:     S; ½S, ca, ½S
The teacher graded all her papers; she, therefore, was happy.

                                                S     ; ½S,       ca      ,        ½S

Example #2:     S; ½S, ca, ½S
The compressor power may simply be measured by a Watt meter.  The heat transfer for 
                                                                    S                                 .          ½S
the condenser, however,  must be determined indirectly by measuring the temperature changes.  
                       ,     ca      ,              ½S
Example #3:     S; ½S ca ½S
The compressor power may simply be measured by a Watt meter.  The heat transfer for 
                                                                     S                                 .          ½S
the condenser was thus determined indirectly by measuring the temperature changes.  
                               ca                    ½S



	S; S, ca.

S. S, ca.
SENTENCE-ENDING CA’s: When a ca comes at the end of the second sentence, not at its beginning or middle, put a comma before the ca.

S; S, ca.
The teacher graded all her papers; she was happy, therefore.

                                                S     ;  S                     ,     ca.

S. S, ca.
 The compressor power may simply be measured by a Watt meter.  The heat transfer must be determined indirectly, however.  

                                                                               S                       .           S                                                                 ,     ca.



SUBORDINATING CONJUNCTIONS

	RULES FOR Scideas:
S scidea.

Scidea, S.

½ S, scidea, ½ S.
S scidea.

  Idea A(  [Several readings were taken with a digital thermometer] [because the heat transfer for the 

                                                                                               S                       scidea.
condenser must be determined indirectly by measuring the temperature changes.] ( Idea B                                                        

Scidea, S.

Idea B ( [Because the heat transfer for the condenser must be determined indirectly by measuring the 

temperature changes], [several readings were taken with a digital thermometer.] ( idea A                                                                        

                    Scidea    ,           S.
½ S, scidea, ½ S.
½ Idea A ( [Several readings,] Idea B ( [because the heat transfer for the condenser must be determined indirectly by 
                                ½ S           ,                       scidea    
measuring the temperature changes,]were taken with a digital thermometer. ] ( ½ idea A                                                                        

                                                                               ,  ½ S.
[NOTE: this rule works better in creative writing than technical writing.]



Subordinating with Subordinate Conjunctions: 
Using SCideas (or adverb dependent clauses)

RULES FOR Scideas: 

S scidea.

Scidea, S.

½ S, scidea, ½ S.
Two things SCideas allow the writer to do:

1. 
Allow you to vary sentence structure

2. 
Allow you to give emphasis to appropriate information within a sentence

What you need to know about subordinating conjunctions:

1. A subordinate conjunction (SC) introduces an idea (to be an idea it must have a subject and a verb) that has an adverbial relationship to another word in the sentence.  Thus, an SC relates one idea to another idea within the same sentence by specifying a relationship.)
	Example:

The evaporator water input thermocouple temperature 
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 (switch #2) and drain thermocouple temperature 
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 (switch # 1) and reservoir thermometer 
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must be measured at the beginning of the experiment because their temperatures must be consistent with one another.

The SC is “because.”  The SCidea is “because their must be consistent with one another”.




2. An SC introduces an idea that is less important than the idea given in the independent clause in a sentence.
	Example:

Idea B ( [Because their temperatures must be consistent with one another], [the evaporator water input thermocouple temperature 
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 (switch # 1) and reservoir thermometer 
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must be measured at the beginning of the experiment.]  ( idea A
Idea B is less important than idea A.




3.  
The ability to construct an SCidea. is helpful in switching ideas from one portion of a paragraph or theme to another; it is also important in writing summaries and conclusions to compositions.

	Example:

Idea B ( [As water circulates through the system], [excess heat is drawn out of the surrounding air. ]  ( idea A
                                                        SCidea              ,                    S.



4.  
The rules:  There are three visual rules for SCideas.

A.  
SCidea, S.  (Ex: When I study, I pass.)

B.  
S SCidea . (Ex: I pass when I study.)

C.  
½ S, SCidea, ½ S.  (Ex: She is, because of financial reasons, no longer to attend the university.)

5.
An SC is distinguishable from a ca in this manner:

A.
An SC by itself (the word or phrase itself)  CANNOT  BE  MOVED  within its idea.

B.
An SCidea can be moved to three positions within the sentence: the beginning, middle, and end.

6.
A sentence can contain more than one SCidea. 
	Example:

Idea B ( [When I study], [I pass] (Idea A [because I know all the material on the tests.] (Idea C
                                                SCidea ,      S                         scidea.

(Note: there are 2 rules at work for example 6: Sscidea. and Scidea, S.)



7. 
Relationships are contrast, cause/result, time, condition, purpose, place, and manner.

RP ideas (adjective clauses)
RULES FOR RPideas: 

S needed RPidea.

S, extra RPidea.

½ S needed RPidea ½ S.

½ S, extra RPidea, ½ S.

RPidea or Adjective Clause:  a dependent clause that adds information about its antecedent in a sentence.  It will always be introduced by (or will contain) one of the five memorizable words:  Who, whom, whose, which and that.

NOTE:  RPideas require commas when they are extra, but they require no comma when they are needed.  (Most of the time an RPidea is extra if its antecedent is a proper noun.)

How do I know if the RPidea is needed or extra?

1.  
Does the RP idea limit or restrict (identify which or which one) its antecedent? If it does limit or restrict, it is needed.

2.   
If left out, does the meaning of the sentence change in a significant way?  If so, it is needed.

Helpful hints when working with RPideas:

1.  
RPideas introduced by the RP that are ALWAYS needed; they may not always have an antecedent.

Animals that hibernate in the winter get a good rest.

I know that I can finish my homework tonight.

2.  
Use “who” and “whom” in reference to people; reserve “which” or “that” for non-human and inanimate references.

The character whom I admire is Cassius in Julius Caesar.

The dog that wags its tail is not always friendly.

3.  
To determine which case of RP to use (who vs. whom/subject vs. object), make a sentence out of the RP words.

The party nominated the one candidate______they thought could win.  

(They thought he could win; “he” is subject case so use who.)
I like ______ you like. 

(You like him; “him” is object case so use whom).
4.  
RPideas whether needed or extra, that have an odd construction and break the flow of the sentence require a comma or commas, depending upon position.  They are considered extra.

The triplets, two of whom make straight A’s, are an amazing group to watch.

The house, the roof of which needs replacing, is up for sale in a public auction.

	RPideas

S needed RPidea.

S, extra RPidea.

½ S needed RPidea ½ S.

½ S, extra RPidea, ½ S.

S needed RPidea.
1.  Boys do make passes at girls who wear glasses.

                                                        S     needed RPidea.
(NOTE: “who where glasses” is necessary in distinguishing the girls being referred to from the others.)
2. The compressor power may simply be measured by the Watt meter that is provided by the lab tech.
                                                                                                                    S   needed RPidea.
(NOTE: “that is provided by the lab tech” is necessary because it begins with “that” instead of “which”)
½ S needed RPidea ½ S.
1.  Students who study generally pass.

                   ½ S needed RPidea ½ S.

2.  The compressor power that is obtained in this experiment may simply be measured by a Watt meter 
                                        ½ S                        needed RPidea               ½ S.

S, extra RPidea.
1.  The condenser is located inside the house, which is a finite volume that is being heated.      
                                                                  S,  extra RPidea.
       2.     The compressor power may be measured by the Watt meter, which can be found at any hardware store.
                                                                                                            S,        extra RPidea.
½ S, extra RPidea, ½ S.
1. Hortense, who is a figment of my teacher’s imagination, has a horrible name.
                   ½ S,                                 extra RPidea ,                            ½ S

2. Several readings, which had to be taken with a digital thermometer, were used to determine the temperature changes.                                        
                                   ½ S ,                                   extra RPidea               ,   ½ S
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