
DOL – Mini Lesson Guide (Student’s Edition) 
 
Comma Rules: 

Rule 1:  Commas with series or lists 

 a: In a series of three or more items, use a comma after each item except the last one.  Put a comma before the and that precedes  

            the last item = Oxford Comma 

   Example:  Furniture, linens, toys, and dishes were sold there. 

   Practice: Racetracks can have dirt asphalt or concrete surfaces. 

   Create:  _________________________________________________________________________________________________________________________ 

                    _________________________________________________________________________________________________________________________ 

 

 b.  Use a comma between two or more adjectives of equal rank that modify the same noun. 

  NOTE:  Do not place a comma between the last adjective and the noun or pronoun. 

  NOTE:  If one adjective is a color or a limiting (number) adjective no comma is necessary. 

  NOTE:  Do not separate adjectives that must stay in a specific order. 

   Example:  Bright, sparkling stars winkled in the dark night. 

                    (bright describes stars and so does sparkling) 

   Example:  Her expensive gold ring was stolen. (none—color) 

   Example:  They live in a sprawling brick mansion. (none—order matters) 

   Practice:  A skilled athletic pit crew should be able to get a driver back on the  

                   racetrack in less than 20 seconds. 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

 



Rule 2:  Commas within numbers 

 Use a comma to separate the thousand, million, billion, and trillion place in a large number. 

   Example:  1,798 envelopes 

   Practice:  2867321 people 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

 

Rule 3:  Commas in correspondences (letters) 

 a:  Use a comma after a greeting of a friendly letter. 

   Example:  Dear Karla, 

   Practice:  My dearest friend 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

    NOTE:  Use a colon (:) after the greeting of a business letter. 

 

 b.  Use a comma after the closing of any letter. 

   Example:  Sincerely yours, 

   Practice:  Best Wishes 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

 

 

 

 



Rule 4:  Commas within dates 

  a.  Use a comma after a month and year or day and year in a date. 

   Example:  February 14, 1980 

   Practice:  January 31 2017 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

 

  b.  Use a comma after the day of the week if the day appears with the date. 

   Example:  Monday, August 10, 2010 

   Practice:  Friday January 13 2017 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

 

NOTE:  If the month and year or day and year appear in a sentence, also place a comma after the year. 

   Example:  On Saturday, June 22, 1898, her grandparents were married. 

   Practice:  June 6 1944 was D-Day. 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

 

 

 

 

 

 



Rule 5:  Commas within locations 

  a:  Use a comma between city and state or county. 

   Example:  Miami, Florida 

   Practice:  El Dorado Hills California U.S.A. 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

 

  b.  Use a comma to separate parts of an address. 

   Example:  Bill lives at 557 West Lowe Drive, Tulsa, Oklahoma. 

   Practice:  Sally was told to meet her blind date at 2200 Valley View Drive Las Vegas Nevada. 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

                                   ________________________________________________________________________________________________________________________ 

 

  NOTE:  If the city and state or country appear in a sentence, also place a comma after the state or country. 

   Example:  Have you been to Richmond, Virginia, in the fall? 

   Practice:  Napa California is a popular tourist destination. 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

 

 

 

 



Rule 6:  Commas with dialogue and direct quotations 

        dialogue – conversation conveyed in narrative text                   direct quotation – copied from a source word-for-word     

  a:  Use a comma at the end of most dialogue statements. 

     Example:  “I would like a hamburger,” Gloria said. 

   If the person making the statement is given first, place a comma after the person’s name + the verb that follows it. 

     Example:  Gloria said, “I would like a hamburger.” 

   In a split quotation, place a comma after the first part of the quotation and also after the person + the verb (verb + person). 

     Example:  “I agree,” replied Mark, “that this rocket is ready.” 

     Practice:  “You’re kidding” Jill said. 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

 

  b.  Use commas at the end of most direct quotations 

     Example:  “Odysseus the Wanderer,” is an example of an epithet. 

   If the source is given first, place a comma after the author’s/source’s name + the verb that follows it. 

     Example:  John Steinbeck wrote, “ 

   In a split quotation, place a comma after the first part of the quotation and also after the author/source + the verb (verb +  

   author/source). 

     Example:  “Three thousand people died,” reported the State Department, “in the attacks on 9/11.” 

     Practice:  “Arthur Miller” Mrs. Everett said “was married to Marilyn Monroe.” 

   Create:  _________________________________________________________________________________________________________________________ 

                   _________________________________________________________________________________________________________________________ 

 



Rule 7:  Commas with introductory elements – words, phrases, or clauses 

 phrase – “group of words that does not have a subject and predicate and functions in a sentence as a single part of speech”  

             (LL 1319). 

 clause – “a group of words that contains a subject and a verb” (LL 1321); this group may or may not form a complete  

       thought 

                *  independent clause – forms a complete thought = sentence 

                *  dependent clause – doesn’t form a complete thought & depends on the rest of the sentence for its meaning 

          a:   Use a comma after mild interjections or introductory words such as: oh, yes, no, and well. 

         interjection – a word or short phrase used to express emotion (LN 23). 

   Example: Well, I’ve changed my mind.       No, I haven’t seen it. 

   Practice: Yes I admit that I love to watch the Daytona 500. 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

            b:   Use a comma after two introductory prepositional phrases or after a long prepositional phrase when a subject follows it. 

   prepositional phrase – “a phrase that consists of a preposition, its object (n.), and modifiers of the object” (LL 1314).  

                    subject – the part of the sentence (n.) that tells whom or what the sentence is about (LL 1340).  

   Example:  In the middle of the night, Frank boarded a plane for Japan. 

                      S 

   Practice:  During the long intermission everyone chatted. 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

        

  



  c: Use a comma after an infinitive or participial phrase that serves as an introductory element. 

              infinitive – “a verb form that usually begins with the word to and functions as a noun, an adjective, or an adverb” (LN 61). 

 participle – “a verb form that functions as an adjective; most end in –ing, -ed, or –en” (LL 1320). 

   Example: To make sure she was on time, Betty left 15 minutes early. 

         describes 

   Example:  Jumping on the bed, the toddler giggled with delight. 

              describes  

   Practice:  Torn into shreds the red handkerchief hung limply from the bush. 

    

     Practice:  To cover their expenses racing teams solicit sponsors. 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

 

   Create:  _________________________________________________________________________________________________________________________ 

                    ________________________________________________________________________________________________________________________ 

         

 

 

 

 

 



  d: Use a comma after a dependent clause at the beginning of a sentence. 

 dependent (subordinate) clause – “does not express a complete thought and cannot stand by itself” (LL 1336). 

 adverb clauses – “or subordinate clause that modifies a verb, an adjective, or another adverb” (LN 82). 

 

 SUBORDINATING CONJUNCTIONS:  after, as, as long as, as soon as, before, since, until, when, whenever, while,  

 before, than, although, even if, even though, if, provided that, though,  unless, until, whereas, in order that, so that,  

 where, wherever  

   Example:  After we ate lunch, we went to a movie. 

                            Dependent Clause          Independent Clause 

 If the dependent clause is at the end of a sentence, no comma is needed. 

    Example:  We went to a movie after we ate lunch. 

                           Independent Dependent 

   Practice:  If I could be there I would. 

 Create:  ________________________________________________________________________________________________________________________________ 

    ________________________________________________________________________________________________________________________________                                                        

 

 

  

 

 

 

 

 



Rule  8:  Commas with interrupters 

  a: Use a comma to set off nouns of direct address (a person spoken to). 

     Example:  Louis, come here. 

     Practice:  Have you gone Michael? 

  Create: ______________________________________________________________________________________________________________________________ 

                ______________________________________________________________________________________________________________________________ 

  b:  Use commas to set off parenthetical expressions, such as for example, I suppose, by the way, and I think and conjunctive  

   adverbs. 

    parenthetical expression – a remark or passage that departs from the theme of a discourse (Webster’s). 

   Example:  The answer, she believes, is fifty-four. 

   Practice:  Your favorite driver will participate in the next heat by the way. 

   Create: _________________________________________________________________________________________________________________________ 

                ______________________________________________________________________________________________________________________________ 

   conjunctive adverbs – “can be used parenthetically within a sentence” (LN 21). 

   

  CONJUNCTIVE ADVERBS: accordingly, also, besides, consequently, finally, furthermore, hence, however, indeed,  

        meanwhile, moreover, nevertheless, otherwise, still, then, therefore  

 

   Example:  Michelangelo, moreover, is known as both a sculptor and a painter. 

   Practice:  It is clear therefore that we must act soon. 

   Create: _________________________________________________________________________________________________________________________ 

                ______________________________________________________________________________________________________________________________ 

 



  c.  Use a comma to set off nonessential appositives and appositive phrases. 

   appositive – “ noun or pronoun that usually comes directly after another noun or pronoun and identifies or provides further  

                          information about that word.  Occasionally, an appositive phrase may precede the noun it describes” (LL  

                                         1319). 

   Example:  Mrs. Pratt, the bank president, spoke about loans. 

   Practice:  The best student is Gregg the boy in the last row. 

   Create: _________________________________________________________________________________________________________________________ 

                ______________________________________________________________________________________________________________________________ 

  d.  Use a comma to set off a title following a name. 

   Example: Gloria Kole, D.D.S., is opening a new office. 

   Practice:  Ms. Nancy Nolen D. Ed. will present a lecture on persuasive writing. 

   Create: _________________________________________________________________________________________________________________________ 

                ______________________________________________________________________________________________________________________________ 

 

  e.  Use commas to set off nonessential clauses and nonessential participial phrases. 

   nonessential – not necessary to the meaning of the main sentence; extra details 

      participle– a verb that functions as an adjective (falling pieces, improved design) 

   participial phrase – a participle plus its modifiers and compliments (LL 55). 

   Example:  The pit crew manager, who also serves as chief engineer, advises the driver of the car’s condition. 

   Practice:  The team working hard for its driver’s success has won several races this year. 

   Create: _________________________________________________________________________________________________________________________ 

                ______________________________________________________________________________________________________________________________ 

                    



Rule 9:  Commas within compound sentences 

  Use a comma before a conjunction that joins two independent clauses  (compound sentences) 

  independent clause – “can stand by itself as a sentence” (LL 1336). 

 

  COORDINATING CONJUNCTIONS:  and, but, or, for, so, yet, nor 

   

  CONJUNCTIVE ADVERBS: accordingly, also, besides, consequently, finally, furthermore, hence, however, indeed,  

                                                      meanwhile, moreover, nevertheless, otherwise, still, then, therefore 

 

   Example: Our outing was fun, but we were glad to return. 

                     Independent Clause Independent Clause 

   Practice: Ted had the best opening lap nevertheless he lost the race. 

   Create: _________________________________________________________________________________________________________________________ 

                ______________________________________________________________________________________________________________________________ 

                         

Rule 10:  Adding commas for clarity 

  a:  Use a comma to separate words that might be misread. 

   Example:  In the night time was extremely important. (unclear) 

   Example:  In the night, time was extremely important. 

   Example:  Next to Billy, Bob is my best friend. 

   Practice:  Outside the trees seemed to race past the car window. 

   Create: _________________________________________________________________________________________________________________________ 

                ______________________________________________________________________________________________________________________________ 



  b.  Use a comma to set off adjectives in apposition. 

   apposition – when two words, clauses, or phrases stand close together  (juxtaposed) and share the same part of the sentence  

   (“The Writing  Center” Purdue Owl). 

   Example:  Bright and shiny, the gem sparkled in the light. 

   Practice:  The gem bright and shiny sparkled in the light. 

   Create: _________________________________________________________________________________________________________________________ 

                ______________________________________________________________________________________________________________________________  

 

 c.  Use a comma to replace an omitted word or words. 

  omitted – taken out 

   Example:  Many students study for tests the night before while some study for tests as they go through the material. (lengthy and  

   redundant) 

   Example:  Many students study for tests the night before while some, as they go. 

   Practice:  Some car and RV travelers prefer to drive all day; others prefer to drive all night. 

   Create: _________________________________________________________________________________________________________________________ 

                ______________________________________________________________________________________________________________________________ 

 

   

 

 

 

 

 



 d.  When making a contrast, use a comma with antithetical phrases that use words such as not and unlike. 

  antithetical – juxtaposition of contrasting ideas in balanced phrases or clauses 

  juxtaposition – elements placed side-by-side but with which the reader has to establish the connection and impose meaning  

                      (about.com). 

   Example:  That room is Mrs. Everett’s, not Ms. Sayles’s. 

   Practice:  Driving to another state unlike flying allows you to pack all he clothing  

                  you want for a trip. 

   Create: _________________________________________________________________________________________________________________________ 

                ______________________________________________________________________________________________________________________________ 

 

 e.  Use a comma to invert a name. 

   Example:  Dickinson, Emily is listed before Frost, Robert in this book of poetry. 

   Practice:  Please look up the phone number for Forester James in the phone book. 

   Create: _________________________________________________________________________________________________________________________ 

                ______________________________________________________________________________________________________________________________ 


