
Punctuation   ... ; : -  /  , 
 

Comma  (,)  used to separate clauses in a sentence or items in a list. Use these when the main idea of your sentence 
needs to be broken up into smaller sections. Sometimes it’s clearer just to start a new sentence.  

 

Semi colon (;) used to imply a connection between ideas or phrases in a sentence. Also used to separate a long list 
into smaller sections. Maximum one per essay is a good rule.  

 

Colon (:) used to introduce and explanation or definition. Also used at the start of a list.  

 

Parenthesis (-) used to separate additional info inside a sentence. Use hyphens – instead of brackets – in formal 
essay writing. Brackets have roughly the same function but are preferred by some important people (teachers). 
Brackets are used for page references (ACT III.iv) 

 

Ellipsis (…) used to show that information is missing, or to suggest a continuation of ideas 

 

CORRECT  
 
Here’s a list of vegetables grouped according to type: potato, carrot, onion; capsicum, eggplant,  
 
Rover, you are the best dog a man could have: shiny coat and great at collecting sticks.  
 
Always use three dots, never two or four; if you get it wrong, you know what happens… 
 

INCORRECT 
 
Showing off: it’s a character trait that I – in my infinite wisdom – despise; I was raised to be modest, humble and 
self-effacing so I would never (in a million years) try to impress readers with fancy punctuation; it’s just not cool.  
 

AVOID OVERUSE of these punctuation marks. 
A good rule is ONE PER ESSAY. They get tired / repetitive quickly. 

 
The exception is the comma. Use these as you please, but avoid large numbers of long, rambling sentences that 
drivel on, seemingly forever, when they ought to have stopped some time ago.  
 
 

FURTHER INFO: 
 
 
Don’t make the mistake of thinking punctuation isn’t important. It can radically alter the meaning of your writing: 

 
A woman without her man is nothing. 

 
A woman: without her, man is nothing. 

 
 
 

Bad punctuation makes your writing flimsy and annoying to read. 

 


