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Additional Punctuation 
 
1) Abbreviations 
 a) Time 
  Include periods for a.m. and p.m., as examples: 8 a.m. and 10 p.m. 
  Also, notice the spacing. Leave a space between the number and the a.m. or p.m. 
 
 b) Other abbreviations 
  Use periods for the following: 

 the U.S.—the United States 
(Spelling out “United States” in college papers is preferred.) 

 e.g.—means “for example”; use a comma both before and after. 

 i.e.—means “that is”; use a comma both before and after. 

 etc.—means “et cetera,” “and so on,” “and other similar things”;  

 
2) Semi-colons 
 Semi-colons are often misused. Other than for adverbs used as transitions, you may not want to 

include semi-colons in your writing, unless you are very comfortable with their usage. 
 
 Instead, separate related sentences or use words, instead of semi-colons, to combine them. You can 

use numbers [1) . . . 2) . . . 3) . . .] or bullets (•) (running down the page) rather than semi-colons to 
organize a long and/or complex series of items. 

 
 The three main reasons to use semi-colons are: 
 
 • for two closely related sentences 
  Mickey and Minnie held hands at the top of the Ferris wheel and viewed the clouds of pinks and 

 purples spreading across the sky; their days from here on out seemed forever sealed together. 
 
 • in a series of items in which one or more of the items has a comma 
  Pluto loves car rides, when the windows are rolled all the way down; dog biscuits, especially when 

 he can have more than one; and the beach, where he can paddle through large, tumbling waves. 
 
 • for adverbs used as transitions (such as however, therefore, and furthermore) if they are in the 

middle of the sentence between two clauses 
 (a subject and verb before the adverb and a subject and verb after the adverb) 

 Use a semi-colon before and a comma after the adverb. For example: 
 

Minnie began planning her wedding, including a silk, Givenchy wedding gown, thousands of 
  red roses, and many candelabras; however, Mickey began having concerns over the cost. 
 

3) Colons 
 • A colon is a great tool for setting off a long list of items, especially in a thesis statement or any 

 outline for your text that introduces the main discussions in your paper, for example: 
 

This report discusses: 1) Mickey’s staffing issues, 2) a possible raise for all employees, and 
  3) more vacations for everyone. 
 
 • Colons are also used for long quotations, explanations, and examples. 
 
 • Colons are used after salutations such as “Dear Sir or Madam:” in business letters. 
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4) Hyphens 
 • Hyphens are little lines (-) that connect two words together and are used to form one word. 

 Dictionaries are often helpful in determining whether two words are regularly hyphenated or not, 
 such as, co-owner, self-assured (confident), and eye-opener (an event or situation that is 
 unexpectedly surprising or sudden). 

 
 • When two adjectives that are not commonly hyphenated are used as one word, they are 

 hyphenated, but: 
  • they need to come directly before the noun they describe, and 
  • both adjectives are needed to make sense of the description. 
 

To check whether you should hyphenate two adjectives, leave off one word and read each of the 
 words separately with the noun. If the words do not make sense if read separately, then 
 hyphenate them, for example: 

 
Daisy Duck loves watching direct-to-cable, on-demand movies, especially old, romantic ones. 
 
The singular words “direct” movies, “to” movies, “on” movies, and “demand” movies do not work 

 alone. We need the hyphens here. 
 Other examples include: 

o short-term debt (“short debt” and “term debt” do not make sense; a hyphen is needed.) 
o long-term romance 
o two-year-old girl. 

 
5) EM dashes 
 An EM dash is a longer line than the hyphen and has no spaces between the letters.  
 (The dash is called an EM dash because it is the width of the letter “m.”) 
 
 EM dashes are used to set off additional information or to emphasize a particular point. 
 To create an EM dash, if one is not already on your keyboard: 
 • type one word, two dashes (--), and the next word without any spaces, then 
 • hit “Return.” 
 For example, type: “important--chocolate” and hit “Return,” and this is the result: 
 
 The point I am trying to get across is important—chocolate is wonderful. 
 
 Do not use the shorter EN dash (the length of an “n”) (–) in college papers for emphasis. 
 EN dashes are used to connect numbers, dates, and times, for example: 
 
 Minnie and Mickey will visit Florida on December 1st – December 10th. 
 
 The EN dash replaces the word “to.” To create an EN dash, using the example above, type a hyphen 

(-) with spaces on either side between two words and then hit “Return” after everything. 
 

6)   Ellipses 

 Ellipses are used when a part of a sentence is left out, for example: 
 
 Minnie’s mind trailed off into . . . . Mickey suddenly appeared and broke into her daydreaming. 
 
 Notice the spacing. There are spaces after and before words as well as between each dot. 
 Use four dots if you are ending a sentence (as above), but three dots if you are skipping part of a 
 sentence or connecting two sentences, for example: 
 Mickey was so angry, he told Goofy, “. . . and . . . and you had better clean up this mess. 
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7)   Apostrophes 
 When you want to show ownership, use an apostrophe (’). As an example: 
 
 Mickey’s ears are so cute. 
 Toontown’s rides are awesome. (Although the word “awesome is too informal for school papers.) 
 
 • For a non-capitalized noun that ends with “s,” only use an apostrophe. An example is: 
  The iris’ colors are brilliant. 
 
 • On the other hand, for a capitalized word (proper noun) that ends in “s,” use another “s,” 
  for example: The food at Dallas’s Steakhouse is incredible. 
 

8)   Quotations Marks  
 Most punctuation, such as commas, periods, question marks, and exclamation marks, is placed 

inside quotes: 
 
 Goofy called out, “Help, help! I’m drowning!” 
 Minnie replied, “But you are in a wading pool. Why do you need help?” 
 “Oh, golly shucks,” Goofy said, adding his usual, deep-throated chuckle. “I forgot.” 
 “You silly,” Minnie remarked. 

 
 • As indicated previously, keep colons and semi-colons outside of the quotes: 
  Some remarks the mayor of Disneyland made today were, “Enjoy yourselves”; 
  “Don’t forget to try the good food on Main Street, especially the kettle corn”; and, 
  “Before you leave, give Mickey and Minnie big kisses on their noses!” 
 

• In addition, in legal documents the quotes go outside of punctuation when directly quoting 
someone to show exactly what was said or written. 

 
• Double (“ ”) and single (‘  ’) quotes are used differently. 

  When you are repeating exactly what someone else has said or written, use double quotes 
 (“   ”). 

 
 If the person you are quoting uses a quote, then use single quotes inside the double quotes: 
 
 Daisy Duck stated, “I overheard Mickey say, ‘I really, really like Minnie.’” 
 “Oooooh. Did he really say that?” Minnie exclaimed. 
 

 Notice at the end of Daisy’s statement, we see both a single quote, ending what she quoted, 
followed by a double quote for her entire statement. 

 
 Note: The British use double quotes and single quotes in just the opposite manner. 

  They quote using single quotation marks (‘   ’) and quote within a statement using double 
 quotation marks (“  ”). They also place punctuation outside of the quotes. 

  Use the American English method—use double quotes first and place (most) punctuation inside the 
 quotes. 


