Grammar, Usage, and Mechanics Worksheet #46
FOCUS

Commas with Speaker Tags

Speaker tags are the words used to identify the speaker in dialogue and describe exactly how the
speaker communicates that dialogue.
Example: Tom (the speaker) shouted (how communicated), “Watch out!”
CONNECT TO WRITING
In dialogue sentences, place commas 1. After a beginning speaker tag to the left of the quotation
marks 2. Before and after a middle speaker tag to the left of both quotation marks
3. Before an ending speaker tag to the left of the quotation marks.
Examples:
Beginning
She said, “Leave home at once.”
Note capitalization of the sentence
quotation in the middle of the sentence.
Middle
“Leave home,” she said, “at once.” Note placement of the quotation marks
outside of the punctuation.
End
“Leave home at once,” she said.
Note how speaker tag placement changes the
meaning of the sentence.
Use a variety of speaker tags such as said, replied, shouted, and explained in dialogue to show
the speaker’s exact meaning and tone of voice. Avoid over-using said.
When writing dialogue, begin a new paragraph each time you change speakers. Don’t start a new
paragraph to continue dialogue by the same speaker.
PRACTICE
Re-write the following quotation sentences with proper punctuation:
1. She said I usually do chores after school
2. They left town I said in a shiny new car
3. I can’t believe it he exclaimed
WRITE
Write a three sentence dialogue with three different placements of speaker tags.
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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Grammar, Usage, and Mechanics Worksheet #47
FOCUS

Commas with Appositives

Use commas to set apart appositives and appositive phrases that are not necessary to understand
the sentence. Don’t use commas when the appositive or appositive phrase is essential.
CONNECT TO WRITING
An appositive is a noun, pronoun, or noun phrase that identifies or explains another noun or
pronoun before or after it.
Examples:
The man, the one with the hat, ordered two desserts.
My friend, Laura, left the show early.
PRACTICE
Place commas in the following sentences to set apart appositives.
1. Joe and Mandy our debate leaders thought we had a good chance.
2. Johnny Mingo the Australian cowboy rode his horse off into the sunset.
3. Searching for answers, Louis Pasteur the famous scientist carried on.
4. Jim the butler served their last meal.
Fill in the blanks with appositives from the list below and properly punctuate.
5. __________________________ our two friends left the concert early.
6. The wonderful teacher _________________________ shared the slides with her students.
7. The author has just completed his latest book _________________________.
8. That song _________________________ lasts six minutes.
Ms. So

“The Swan”

The End

Kim and Tom

WRITE
Compose your own sentence with an appositive word and an appositive phrase.
______________________________________________________________________________
______________________________________________________________________________
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Grammar, Usage, and Mechanics Worksheet #48
FOCUS

Commas within Series

Use commas after each item, phrase, or clause in a series (except the last). A series is a list.
CONNECT TO WRITING
Newspapers and some magazines delete the last comma; however, most style manuals still
require the last comma.
Examples:
John, Jan, and Jose left early.
If crazy Mary, unpredictable Bobby, or silly Joe were up to something, I would
know about it.
The crowd hushed, the lights dimmed, and the fireworks began.
PRACTICE
Place commas where needed in the following sentences.
1. Jane Mike and Ray pulled the car off to the side.
2. Along the road an old car two broomsticks and a funny green-eyed monster stood guard.
3. Take a hike smell the flowers and enjoy life for the rest of the afternoon.
4. Joan counted one two three four five.
Fill in the blanks with the word groups listed below and properly punctuate.
5. _____________________________________ are my favorite colors.
6. They ordered _____________________________________ for breakfast.
7. Mr. Burt called on one of the following students: ___________________________________.
Jaime Marta or Frank

blue green and yellow

eggs bacon and wheat toast

WRITE
Compose your own sentence with commas after each phrase in a list (except the last).
______________________________________________________________________________
______________________________________________________________________________
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Grammar, Usage, and Mechanics Worksheet #49
FOCUS

Commas with Introductions

Generally, use commas after introductory words, phrases, and clauses if they are emphasized or
longer than four words.
CONNECT TO WRITING
Introductory Words
Commas are not needed after an introductory word in short sentences unless it is emphasized.
Examples: Now go home. However, they were wrong.
Introductory Phrases
Don’t use a comma after short introductory prepositional phrases of four words or less.
Example: Under the table the dog hid.
Use a comma after long introductory prepositional phrases of five words or more.
Example: Behind the dining room cabinet, he found the missing watch.
Use a comma following an introductory participial phrase which modifies a noun or pronoun
following the phrase.
Example: Disguised as an old man, the burglar gained entry into the warehouse.
Introductory Clauses
Use comma following an introductory dependent clause. A dependent clause has a noun
connected to a verb that does not express a complete thought.
Example: Even though the temperatures rose, the snow continued to fall.
PRACTICE
Place commas after introductory words, phrases, and clauses when appropriate.
1. Whenever the girls called he went outside to see what they wanted.
2. Then go to bed.
3. Around the block she rode the bicycle.
4. Next ask about the directions to the factory.
5. Interested they called the player to check his availability.
WRITE
Compose three of your own sentences with an introductory word, phrase, and clause.
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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Grammar, Usage, and Mechanics Worksheet #50
FOCUS

Commas with Geography

Use commas between geographical place names.
CONNECT TO WRITING
Use commas between the name of a city or town and the name of its state or country.
Examples:
It all happened May 3, 1999 in Tampa, Florida.
On April 13th of 2000, the wind was blown out of his sails upon arriving in
Virginia Beach, Virginia.
PRACTICE
Place commas in the appropriate places in the following sentences.
1. Lawton Nevada is my hometown.
2. Olympia Washington is a beautiful capital.
3. Bogota Colombia seems like a fascinating city.
4. Glendale Texas is a nice place to visit, but I wouldn’t want to live there.
5. I live at 3442 Spring Street in Irvine South Carolina.
6. I wrote a letter addressed to: Mo Lawson 34 North Main St. Columbus Ohio.
7. Amador City California has post office boxes for its residents.
8. St. Petersburg Russia used to be the capital of that country.
9. When did Juneau Alaska reach a population of 10,000?
WRITE
Compose your own sentence with geographical places and commas between them. Use none of
the geographical place names on this worksheet.
______________________________________________________________________________
______________________________________________________________________________
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Grammar, Usage, and Mechanics Worksheet #51
FOCUS

Commas with Nouns of Direct Speech

Use commas before or after nouns of direct speech.
CONNECT TO WRITING
Nouns of direct speech refer to special persons who are spoken to in a sentence. They can be
placed at the start of the sentence, in the middle of the sentence, or at the end of the sentence.
Examples:
Sentence Beginning Kristen, leave some for your sister.
Sentence Middle
If you do that, James and Myra, you will be playing with fire.
Commas come before and after the noun or nouns of direct speech.
Sentence End
Don’t ever listen to him, brother.
PRACTICE
Place commas in the appropriate places for nouns of direct speech.
1. Listen to me Barbara and then make up your own mind.
2. That’s a dangerous thought you’ve shared Bud.
3. Look Jane it’s going to be hard at first.
4. Sitting by the sofa, she said, “Henry get over here.”
5. I just don’t know Bobby.
6. Tawny watch where you’re going.
7. If you notice Peter and Kris none of that will be on the test.
8. Look Paul and see here Julie you both have missed the main point.
WRITE
Compose your own three-sentence dialogue with nouns of direct speech placed at the beginning,
middle, and end.
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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Grammar, Usage, and Mechanics Worksheet #52
FOCUS

Commas with Conjunctions

Use commas before conjunctions to join two clauses.
CONNECT TO WRITING
A comma is placed before the coordinating conjunction if it joins two or more independent
clauses unless one or both of the clauses are short. The acronym, FANBOYS (For-And-Nor-ButOr-Yet-So), may help you remember the common two or three-letter coordinating conjunctions.
Examples: I liked everything about her, and she also liked me. I liked her and she liked me.
A comma is placed before the second of paired correlative conjunctions, if the conjunction
begins an independent clause. Don’t use a comma to separate correlative conjunctions if they are
used within the same phrase or clause. Correlative conjunctions include the following:
both…and
either…or
whether…or
neither…nor
Example: Either she should ask for help, or she should read the directions again.
A comma is placed after the adverbial clause, which begins with a subordinating conjunction, if
the clause does not end the sentence. This memory trick may help you remember the common
subordinating conjunctions: Bud is wise, but hot! AAA WWW
Before unless despite (in spite of) in order that since while if since even though (if),
because until that how once than! After Although (though) As (As if, As long as, As much as,
As soon as, As though) Whether When (Whenever) Where (Wherever)
Example: As much as I liked her company, she eventually became tiresome.
PRACTICE
Place commas where they belong in the following sentences.
1. Neither he wanted to face the problem nor did she want to deal with that challenge.
2. In order that all people would have the same chance they decided to draw numbers.
3. Raymond sent a message to his cousin but the message was returned unopened.
WRITE
Compose three of your own sentences: a compound sentence with a coordinating conjunction; a
sentence with a pair of correlative conjunctions; and a sentence with a subordinating conjunction.
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
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Grammar, Usage, and Mechanics Worksheet #53
FOCUS

Commas in Letters

Use commas after greetings in personal letters and closings in personal and business letters.
CONNECT TO WRITING
In a personal letter or note, place a comma following the greeting.
Example: Dear Tracy,
Also place a comma following the closing.
Examples: Yours truly, Love,
In a business letter or memo, place a colon following the greeting.
Example: To Whom It May Concern:
Place a comma following the closing.
Examples: Sincerely, Thank you for your consideration,
PRACTICE
Add proper punctuation to these letters:
Dear Ralph

To Whom It May Concern

Let’s meet on Friday.
It will be fun as always.

Please cancel my order and refund
my credit card on file.

Yours truly

Sincerely

Mark

Jaime Sanchez

WRITE
Write your own brief personal note with a greeting and closing.
________________________
______________________________________________________________________________
______________________________________________________________________________

________________________
________________________
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Grammar, Usage, and Mechanics Worksheet #54
FOCUS

Commas with Coordinate Adjectives

Use commas between coordinate adjectives.
CONNECT TO WRITING
Coordinate adjectives work equally to modify a noun. Unlike hierarchical adjectives, which build
upon each other with different levels or degrees to modify the same noun, coordinate adjectives
must be separated with commas.
To determine if adjectives are coordinate adjectives, try placing the word and between the
adjectives. Second, try reversing them. If, the phrases sound fine both ways, the adjectives are
coordinate adjectives and require commas between each. Example: A tall, scary man
PRACTICE
Place commas where they belong in the following sentences.
1. Around the corner she ran into a large angry dog.
2. If I didn’t know better, I would guess that the tired old woman was not going to leave her
house.
3. The funny green character said, “I’m crazy silly and full of energy.”
4. Unless I’m mistaken, the usual cloudy gray morning will change to afternoon sun and wind.
5. The book is creative surprising delightful and completely entertaining.
6. The girls are cheerful helpful and careful to mind their manners.
7. I left the yucky blue and white board in the stinky dirty garage.
WRITE
Compose your own sentence with three coordinate adjectives.
______________________________________________________________________________
______________________________________________________________________________
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Grammar, Usage, and Mechanics Worksheet Answers
Grammar, Usage, and Mechanics Worksheet #45 Practice Answers
1. will have ridden 2. will have seen 3. will have told 4. will have slept
5. will have given 6. will have performed
Grammar, Usage, and Mechanics Worksheet #46 Practice Answers
1. She said, “I usually do chores after school.”
2. “They left town,” I said, “in a shiny new car.”
3. “I can’t believe it!” he exclaimed.
Grammar, Usage, and Mechanics Worksheet #47 Practice Answers
1. Joe and Mandy, our debate leaders, thought we had a good chance.
2. Johnny Mingo, the Australian cowboy, rode his horse off into the sunset.
3. Searching for answers, Louis Pasteur, the famous scientist, carried on.
4. Jim, the butler, served their last meal.
5. Kim and Tom, our two friends, left the concert early.
6. The wonderful teacher, Ms. So, shared the slides with her students.
7. The author has just completed his latest book, The End.
8. That song, “The Swan,” lasts six minutes.
Grammar, Usage, and Mechanics Worksheet #48 Practice Answers
1. Jane, Mike, and Ray pulled the car off to the side.
2. Along the road an old car, two broomsticks, and a funny green-eyed monster stood guard.
3. Take a hike, smell the flowers, and enjoy life for the rest of the afternoon.
4. Joan counted one, two, three, four, five.
5. Blue, green, and yellow are my favorite colors.
6. They ordered eggs, bacon, and wheat toast for breakfast.
7. Mr. Burt called on one of the following students: Jaime, Marta, or Frank .
Grammar, Usage, and Mechanics Worksheet #49 Practice Answers
1. Whenever the girls called, he went outside to see what they wanted.
2. Then go to bed.
3. Around the block she rode the bicycle.
4. Next, ask about the directions to the factory.
5. Interested, they called the player to check his availability.
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Grammar, Usage, and Mechanics Worksheet Answers
Grammar, Usage, and Mechanics Worksheet #50 Practice Answers
1. Lawton, Nevada is my hometown.
2. Olympia, Washington is a beautiful capital.
3. Bogota, Colombia seems like a fascinating city.
4. Glendale, Texas is a nice place to visit, but I wouldn’t want to live there.
5. I live at 3442 Spring Street in Irvine, South Carolina.
6. I wrote a letter addressed to: Mo Lawson, 34 North Main St., Columbus Ohio.
7. Amador City, California has post office boxes for its residents.
8. St. Petersburg, Russia used to be the capital of that country.
9. When did Juneau, Alaska reach a population of 10,000?
Grammar, Usage, and Mechanics Worksheet #51 Practice Answers
1. Listen to me, Barbara, and then make up your own mind.
2. That’s a dangerous thought you’ve shared, Bud.
3. Look, Jane, it’s going to be hard at first.
4. Sitting by the sofa, she said, “Henry, get over here.”
5. I just don’t know, Bobby.
6. Tawny, watch where you’re going.
7. If you notice, Peter and Kris, none of that will be on the test.
8. Look, Paul, and see here, Julie, you both have missed the main point.
Grammar, Usage, and Mechanics Worksheet #52 Practice Answers
1. Neither he wanted to face the problem, nor did she want to deal with that challenge.
2. In order that all people would have the same chance, they decided to draw numbers.
3. Raymond sent a message to his cousin, but the message was returned unopened.
Grammar, Usage, and Mechanics Worksheet #53 Practice Answers
Left Letter‒Dear Ralph, …Yours truly
Right Letter‒To Whom It May Concern, …Sincerely,
Grammar, Usage, and Mechanics Worksheet #54 Practice Answers
1. Around the corner she ran into a large, angry dog.
2. If I didn’t know better, I would guess that the tired, old woman was not going to leave her
house.
3. The funny green character said, “I’m crazy, silly, and full of energy.”
4. Unless I’m mistaken, the usual cloudy, gray morning will change to afternoon sun and wind.
5. The book is creative, surprising, delightful, and completely entertaining.
6. The girls are cheerful, helpful, and careful to mind their manners.
7. I left the yucky blue and white board in the stinky, dirty garage.
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