
Week 8 Tables 
 
Punctuation Categories and Uses 
 

Stoppers full stop or period, comma 
Linkers semicolon, colon, dash 
Intruders comma pair, dash pair, bracket pair 
Intoners exclamation and question marks 

 

Punctuation Use Example 

Full Stop (period) 
signifies the end of a sentence No iron can strike the heart with as much force as 

a period in exactly the right place. 

used with certain abbreviations e.g. or N.B. 

Comma 

used after an introductory sentence 
element 

However hard I try, I still can’t get everything right. 

used to prevent over-reading The trip had been fun, for her frame of mind was 
always good heading off for a holiday. 

used to separate main clauses The steering was stiff, but the car cruised like a 
dream. 

used to substitute for the word ‘and’ the shiny, silver coin 

sets off non-essential information Our car, a red sedan, won. 

separates three items in a series 
(Oxford/Harvard/Serial Comma) 

Jane bought books, coffee, and milk. 

Comma Pair used in place of parentheses I would have ordered calamari, so long as it was 
fresh, but it wasn’t on the menu. 

Semicolon 

separates closely related 
independent clauses 

Please put it in the trash can; that’s good news for 
everyone. 

separates items in a list in which at 
least one item has internal 
punctuation 

Remember to check your grammar, especially 
agreement of subjects and verbs; your spelling, 
especially tricky words like ‘liaison’; and your 
punctuation, especially your use of the 
apostrophe. 

Colon 

introduces a list Only two things in life really matter: dark 
chocolate and light chocolate. 

introduces a quotation Pancho Villa allegedly said: ‘Don’t let it end like 
this, tell them I said something’. 

Dash 

em dash (—) gathers up the subject 
or object of a sentence when either 
consists of a long list 

Mild sweetness, creamy centre, made in 
Belgium—my criteria for confectionery are steep. 

en dash (-) used in spans of figures 
and expressions relating to time and 
distance 

1950-2015 

Dash Pair used in place of parentheses We knew that we—even with our training— were 
no match for them. 

Round Brackets 
(parentheses) 

used to insert information into a 
sentence 

Seven sailors (of Madagascan origin) were hired 
for the voyage. 

Square Brackets 
used to add information to quoted 
language 

They went from there to Magdalen college [at 
Oxford University]. 



	  
Punctuation Use Example 

Exclamation Mark used for interjections in informal writing Get out of here! 

Question Mark follows a question Can you bake cakes? 

Apostrophes 
used to form contractions you’re and they’re 

used to form the possessive the book’s cover 

Hyphens used in compound expressions a man-eating crocodile 

Quotation Marks 
used for parts of a whole text Chapter two is called ‘To Business’. 

used to indicate dialogue ‘Is he still there?’, asked Jane. 

Slash used to indicate a choice between words the Oxford/Harvard/serial comma 

Ellipsis 
used to indicate a pause He wasn’t…was he? 

used to indicate a trailing off I was going to…never mind. 
	  


