Workshop III – Checkpoint 3: Commas and apostrophes
COMMAS  

1. Rules made simple: Read and remember these comma rules.

	TIP: In English, the comma means a pause in speaking. This means that you should

	► use commas 
	► not use commas

	1. for a non-defining relative clause with additional information (= not necessary to understand the sentence ► it can be left out):

My sister Joe, who you met at school yesterday, is …
	for a defining relative clause with important information (= necessary to understand the sentence): 

The player who scored the goal was …

	2. at the beginning of a sentence to separate a 

· word/fixed phrase (Interestingly, … / All in all, … / In my opinion, …)

· sub-clause (When/After/Although I saw …,
· introductory clause (To improve her English, she …

· participle clause (Generally speaking, … / Having said that, …)

from the main clause.
	before a sub-clause with that/because/if:
· I knew that I was right.

· He did this because he saw no way out.

· I would not speak to him if I saw him again.

	3. in the middle or at the end of a sentence to separate a word or phrase from the main clause:  
The food, on the other hand, is … 

You should, however, respect … 

The president gave a speech, too.
	before an infinitive: 

It is difficult to understand …


2. Insert commas in these sentences where necessary.

(1) Did you know that John will be coming too?

(2) My mother who is over sixty has a new car.

(3) Strictly speaking this comparison is misleading.

(4) The book you are reading is mine.

(5) John whose birthday will be soon might join our team because he is interested in the job.

(6) To emphasize the important points the author summarizes them at the end. 

(7) See l. 43 which I also quoted at the beginning of my comment for more details.

(8) To my mind this is a fascinating film however.

(9) The book that we are dealing with in class at the moment expresses similar ideas.

(10) I can of course only deal with the most important rhetorical devices in this speech.

(11) Having dealt with the advantages I will now turn to the disadvantages.

APOSTROPHES   

1. Rules made simple: Read and remember these apostrophe rules.

	Use the apostrophe …

	· for words that have been shortened: This isn’t true. She can’t come.

	· for genitives: Peter’s book – America’s influence – The Germans’ opinion about …


2. Find, explain and correct the 7 mistakes.

(1) Mark Hughes, the presidents’ ghost writer, …. (
(2) in it`s best year (
(3) the USAs global role (
(4) Indias economy (
(5) Its too late now. (
(6) delicious pizza’s (
todays special offer. (
