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NOTE: I have already introduced the topic of punctuation by sharing different types of sentences, 

and explaining how periods, question marks, exclamation marks, and quotation marks are used.  
 

.    ?    !    “____” 
period   question mark  exclamation mark    quotation marks 

 

The most important thing 
to remember about 
apostrophes is that they are 
different than plural nouns. 
 

Check out my “Punctuation part 1” video and notes for information about the first 
four types of punctuation that are shown above. 

There are 
many ways to 
use commas. 

https://acolewahsa.wordpress.com/punctuation-part-1-sentences-quotes-and-titles/


Apostrophes can be used in two ways: 
 
 

1. Apostrophes are used to show possession or belonging:   
 

This is Frank’s jacket.   
(The jacket belongs to Frank.) 

 
 

2. Apostrophes are used to make contractions (one example below):  
    

I told him to wear his jacket, but he won’t listen.   
(He will not listen.    won’t = will not) 

 
 
So, as you can see, it is fairly easy to use apostrophes, but using commas, on the other 
hand, can be a little bit more complicated.  
 

1. I will start with a few more examples of sentences with apostrophes. 
 

2. I will give you a useful list of contractions. 
 

3. We will talk about commas. 



 

In this first example, we have a contraction.   I’m = I am 
 
 
 
 
 
 
 
 

 
 

In this second example, we have two apostrophes to show belonging.    
 
The question is asking who the book belongs to. Either the book belongs to Tracy or Mary. 
 
 
 
 
  



 
 

In this third example, this is an interjection, and one of the words is a contraction: that’s = that is. 
 
 
 
 

 
 

In this fourth example, we have a situation where there is an “s” with an apostrophe after it. 
 

 
 

Here, a question is being asked about a car that belong to a family with the last name, “Smith”. 
 

1. When you talk about a family of people, you add an “s” to the end: The Smiths. 

2. Then, when you want to show belonging (their car), you put the apostrophe after the “s”. 

 



 
 

Do you need more examples of contractions? Here is a list below: 
 

I'm   =  I am 
can't   = cannot 
we've  =  we have 
should've  =  should have 
could've  =  could have 
she'll  =  she will 
he's   =  he is 
they'd  =  they would 
won't  =  will not 
weren't  =  were not 
wasn't  =  was not 
wouldn't  =  would not 
shouldn't  =  should not 
isn't   =  is not 
it’s   =  it is 
they’re  = they are 
 
 
 
Read more at http://grammar.yourdictionary.com/style-and-usage/using-contractions.html#vimPv2lQuRCQwrV4.99  

NOTES: 
 

• Contractions are informal, so if you are writing a 
business letter, then you should not use them. 

• However, you could use them to sound more friendly 
in an email or in a personal letter. 

• Contractions are also often used in conversation. 
 

• The word, “it’s” is different than “its”: 
o It’s a nice day. (It is a nice day.) 
o The dog is happy, as its tail is wagging. 

▪ The dog’s tail is wagging. 
▪ The tail that belongs to the dog is wagging. 

 
• They’re = they are 

o There  over there  There it is! 

o Their  belongs to them This is their dog. 

http://grammar.yourdictionary.com/style-and-usage/using-contractions.html#vimPv2lQuRCQwrV4.99


 
 
 

 

In this part, I will discuss the following: 
 

• conjunctions (focus on coordinating conjunctions) 

• adjectives 

• lists 

• names of people with their job titles 

• dependent clauses (*use subordinating conjunctions to make dependent clauses) 

• transitions 

• adding information in the middle of a sentence (put commas around extra information) 
 

 
 

PART 3: COMMAS 

NOTE: 
 
In the next video, “Capitalization part 2: Dates and addresses,” you will see what 
happens with commas when you have days, month, years, cities, provinces, countries, 
street names, and postal codes. I hope I thought of everything. 
 
As I have mentioned before, often correct punctuation and capitalization need to go 
together. Using dates and addresses properly is a great example of this. 



A.      Commas with conjunctions:  
 
NOTE: Earlier in this video series, I already discussed conjunctions in detail. This is just 

one sentence as an example, where a coordinating conjunction is used: 
 
 

The weather was cold, but we still went sledding.  
 
This example shows how you always put a comma before a coordinating conjunction. 
 
Notice how there is a comma before the word, “but”. 
 
The word, “but,” is an example of a coordinating conjunction. 
 
 
 
Would you like to know more about coordinating conjunctions? Check out my video and 
notes about conjunctions.  
  

https://acolewahsa.wordpress.com/conjunctions/
https://acolewahsa.wordpress.com/conjunctions/


B.      Commas and adjectives 
 
NOTE: Earlier in this video series, I already discussed adjectives in detail. This is just 

one sentence as an example, where adjectives are used: 
 

 

My sleepy, adorable cat is lying on the new, 
expensive, leather couch, and now the fresh, clean 
fabric is getting dirty. 
 
This example shows how you put commas in between adjectives. 
 
You might also notice that this example also uses the word, “and”. 
 
Here, we actually have two thoughts put together: 

o My cat is lying on the couch. 
o The fabric is getting dirty. 

 
 
 

Would you like to know more about adjectives? Check out my video and notes about 
adjectives.  

My cat is lying on the couch, and the 
fabric is getting dirty. 

https://acolewahsa.wordpress.com/adjectives-help-for-assignment-7/
https://acolewahsa.wordpress.com/adjectives-help-for-assignment-7/


C.      Commas and lists 
 
NOTE: Near the beginning of this video series, I shared some examples of full 

sentences, and some of those examples showed you how to write lists. This is 
just one sentence as an example, where there is a list: 

 
 

Yolanda went outside, started the car, and drove away.  
 
This example shows a list of things that a person did. You need commas after each item 
on the list.  
 
Also, notice how there is a comma before the word, “and”. Some people feel that you 
do not need to put a comma there, but other people do. In my teaching experience, I 
have been encouraged to tell people to put a comma before “and”. I think that doing 
this is easier to remember because the word, “and” is also a coordinating conjunction. 
You always put a comma before a coordinating conjunction. 
 
 
Would you like to know more about writing sentences with lists? Check out my video 
and notes with examples of full sentences.  

https://acolewahsa.wordpress.com/examples-of-full-sentences/
https://acolewahsa.wordpress.com/examples-of-full-sentences/


D.     Commas when you have names of people with their job titles 
 

 

 
The teacher, Ms. Cole, really likes to talk. 
 

OR 
 
Ms. Cole, the teacher, really likes to talk.  
 
This example shows how you can give a person’s name, and then using commas, say 
what job that person does. 
 
So, when you have a person with a job title, and you mention their name and job title in 
a sentence, you need to use commas. 
 
NOTE:  This is the same thing as adding information to the middle of a sentence, 

which I explain at the end of this video. 
 
 



E.      Commas with dependent clauses (using subordinating conjunctions) 
 

NOTE: Earlier in this video series, I talked about conjunctions. In that video, I explained 
subordinating conjunctions. Please keep in mind that my explanation of subordinating 
conjunctions is just a quick introduction. 
 
 

Since it is winter, we should go skiing.  
 

Use a comma after a dependent clause.  
 
Notice the word, "since," which is a subordinating conjunction. Subordinating 
conjunctions go at the beginning of dependent clauses. A dependent clause, like, "since 
it is winter," is just the start of a thought. IMPORTANT: You need the words, "we should 
go skiing," to finish the thought. 
 
If you need more information on subordinating conjunctions, or if you would like some 
practice exercises, then I suggest these links: 
 

Information: http://www.chompchomp.com/terms/subordinateconjunction.htm  

 

Exercises: http://www.learnenglishfeelgood.com/english-subordinating-conjunctions1.html   

http://www.learnenglishfeelgood.com/english-subordinating-conjunctions2.html  

http://www.chompchomp.com/terms/subordinateconjunction.htm
http://www.learnenglishfeelgood.com/english-subordinating-conjunctions1.html
http://www.learnenglishfeelgood.com/english-subordinating-conjunctions2.html


F. Commas with transitions 
 

You use transitions in paragraphs to help the reader follow along with what you are 
saying. Transitions make your writing nicer to read.  
 
Let me circle some transitions in a paragraph as an example. Remember to always put a 
comma after a transition.  
 

 

There are five 
transitions in this 
example: 
 
1 This year, 
2 Also, 
3 For example, 
4 Lastly, 
5 So, 
 
Notice how there 
is a comma after 
each transition. 



G. Using commas to add information in the middle of a sentence 
 
 

Cleaning, for example, is something that not everyone 
likes to do. 
 
Clara, seeing the pot overflowing, turned down the 
stove.  
 
 

This is what you should notice about these sentences:  
 

1. There are commas around words (short phrases) that are in the middle. 
 

2. We could write these sentences without the extra words: 
a. Cleaning is something that not everyone enjoys. 
b. Clara turned down the stove. 

 
3. Notice how the extra words just add information. They do not make full sentences 

on their own. 
 
 


