


“The panda eats shoots and leaves.” (A phrase from a nature show.) 
“The panda eats, shoots, and leaves.” (Call CSI immediately.) 

b. Always include a comma before the conjunction if the part of the sentence after the 
conjunction can stand alone. For example, “I am going to have dinner, and then we are 
going to watch a movie.” This rule also applies to “which,” “that,” and “while.” 

c. Always include a comma after an introductory clause. If you want an example, here it is. (If 
you can move the phrase to the end of the sentence and it makes sense, you need a comma 
after the clause at the beginning of the sentence.  

d. Do not use a comma in place of a conjunction. When this happens, it is a comma splice (a 
type of run-on sentence). “Greg works at the university, he is my friend” is incorrect, but 
“Greg works at the university, and he is my friend” is correct.  

5. Colons 
a. Before a list or long (block) quote, be sure to use an introductory phrase followed by a 

colon. For example, “The researchers identified the following three themes in their data:  
(1) relationship development, (2) good communication skills, and (3) trustworthiness.” 

6. Semi-colons 
a. If you are not certain when to use a semi-colon, then don’t use them. 
b.  A semi-



10. Proofreading 
a. Be sure to make any corrections underlined in blue or red or otherwise marked by your 

software program.   
b. In Word, be sure to turn on the Editor feature and correct when appropriate (some 

suggestions are not contextually correct). 
c. The free version of Grammarly can be downloaded to assist in catching writing errors.  
d. Read your paper aloud with these guiding questions: 

i. Can I say what I mean with fewer words? 
ii. Is the content clear? 

iii. Are the ideas clearly linked to each other to convey my message? 
e. It is also good to have someone else read your writing before you submit an assignment.  
f. Always proofread and revise. If you are turning in a first draft, then it is likely to have errors.  
g. Particularly for doctoral students, reciteworks.com is also a valuable resource for checking 

references.  
 


