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_____________ _____________ _____________ _____________ 
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EXAMPLE
Transition Words

Additionally

Again

Also

At last

Besides

Consequently

Finally

First

Further

Furthermore

Immediately

In contrast

Indeed

Last

Lastly

Later

Likewise

Meanwhile

Moreover

Naturally

Nevertheless

Next

Nonetheless

Now

Particularly

Presently

Second

Similarly

Simultaneously

Soon

Specifically

Still

Then

Thereafter

Therefore

Third

Thus
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NOTES FOR LESSON 5 
COMMAS LIKE TO BE IN CONVERSATIONS 

 
 
COMMA RULE 
 Commas are used to separate the actual words people say from the rest of the sentence 
 
QUOTATION MARKS 
 • Are punctuation marks that look like commas but are used in pairs 
 • Enclose the words actually said 
 • Are placed above the words actually said 
 
THREE TYPES OF QUOTATIONS 
 • At the beginning of a sentence  
 • At the end of a sentence  
 • At the beginning and end of a sentence (split in the middle) 
 
PHRASE TO REMEMBER: Beginning IN; end OUT 
 • When the quotation is at the beginning of a sentence, put the comma INside the 

quotation marks 
 • When the quotation is at the end of a sentence, put the comma OUTside the quotation 

marks 
 
EXAMPLES OF QUOTATIONS AT THE BEGINNING OF A SENTENCE 
 “Stop that,” Peter pleaded. 
 
EXAMPLES OF QUOTATIONS AT THE END OF A SENTENCE 
 Peter pleaded, “Please stop what you’re doing.” 
 
EXAMPLES OF QUOTATIONS AT THE BEGINNING & END OF A SENTENCE 
 “Stop that,” Peter pleaded, “before someone gets hurt.” 
 
BE CAREFUL! 
 • Quotations are always the exact word a person says. 
 • The word “that” might be a signal that the exact words are NOT being shown. 
 
EXAMPLES OF SENTENCES NOT USING THE EXACT WORDS 
 Peter asked his friend to stop what he was doing before he hurt someone. 
 
REMEMBER THE STEPS FOR CHECKING FOR THIS RULE 

1. Look for quotation marks. 
2. Make sure there are other words in the sentence. 
3. Add a comma to separate each quotation from the rest of the sentence (Beginning IN; 
end OUT) 
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NOTES FOR LESSON 6 
COMMAS LIKE TO BE IN ADDRESSES, DATES, AND SALUTATIONS 

 
WHEN WRITING ADDRESSES IN SENTENCES, SEPARATE: 
• A street name from a city name (e.g., 123 Lilac Lane, Trenton) 
• A town or city name from the state name (e.g., Trenton, New Jersey) 
• A state name from the country name (e.g., New Jersey, United States of America) 
 
SIGNAL WORDS FOR STREET NAMES 
Road Street Avenue Terrace  Circle  
Court Drive Place Way Lane 
 
BE CAREFUL! 
• Never use a comma to separate a state from a zip code.  
• Only use a comma when a street name is IMMEDIATELY followed by a town name.  
• Only use a comma when no word separates the names of parts of the address from each other. 
• Use a comma to separate an address in the middle of a sentence from the end of the sentence. 
 
EXAMPLES OF COMMAS IN ADDRESSES 
• My parents live at 1450 Beverly Drive, Anaheim, California 92801. 
• My sister lives on Rachel Circle in Escondido, California. 
• I plan to fly to San Diego, California, next month to attend a friend’s graduation. 
 
WHEN WRITING DATES, SEPARATE: 
• The name of the day from the name of the month (e.g., Monday, February 21) 
• The number of the day from the year (e.g., February 21, 2005) 
 
BE CAREFUL! 
• Never separate the name of the month from the number of the day (e.g., February 21). 
• Only use a comma to separate the parts of a date if an exact date if used.  
• Use a comma to separate an exact date in the middle of a sentence from the end of the sentence. 
 
EXAMPLES OF COMMAS IN DATES 
• I will fly to California on Friday, May 27, 2005, to attend Ben’s graduation. 
• Peter hopes to visit Europe in August 2007. 
 
WHEN WRITING SALUTATIONS IN LETTERS AND EMAILS, SEPARATE: 
• The greeting from the body of the message 
 
EXAMPLES OF COMMAS IN SALUTATIONS 
• Dear Mom, Thanks so much for sending the care package. 
• Hi Russ, Hope you’re feeling well. 
 
MEMORY TOOL 
Think of the word “ADS” as a way to remember Addresses, Dates, and Salutations. 
 
REMEMBER THE STEPS FOR CHECKING FOR THIS RULE 
1. Look for the signal words. 
2. Make sure there is more than one part of addresses and exact dates. 
3. Separate the parts with the commas. 
4. Separate the address, date, or salutation from the end of the message. 
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