

















« Commas and periods go within quotation marks. Example: “I
did nothing wrong,” he said. She said, “Let’s go to the Purdue
game.”

Titles

« Spell out titles used alone: “She was the first female senator
from her state.” Abbreviate and capitalize most titles when
they are used directly before a name: “Sen. Boxer posed hard
questions for Rice.”

» Spell out titles with names used in direct quotes: The excep-
tions are Dr., Mr., and Mrs.

« Spell out all generic parts of street names (avenue, north,
road) when no specific address is given: “The festival will be
held on South Charles Street.” When a number is used,
abbreviate avenue (Ave.), boulevard (Blvd.), street (St.), and
directional parts of street names: “The suspect was identi-
fied as Michael Shawn of 1512 N. Mission St.”

» Lowercase the names of the seasons unless they are used in
a proper name: the Summer Olympics.

* Books, movies, recordings, television shows, and similar
works are set off in quotation marks, with all principal words
capitalized: “Harry Potter and the Deathly Hallows,” “Letters
from Ilwo Jima,” “Memory Almost Full,” “Grey’s Anatomy.”
Titles of magazines, newspapers and reference works get no
special treatment: Newsweek, The Boston Globe, The Asso-
ciated Press Stylebook.
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Hyphens

A hyphen (-) is a punctuation mark that’s used to join words
or parts of words. It's not interchangeable with other types
of dashes. Use a hyphen in a compound modifier when the
modifier comes before the word it's modifying. A compound
modifier is made up of two words that work together to
function like one adjective. When you connect words with
the hyphen, you make it clear to readers that the words work
together as a unit of meaning. You need the hyphen only if
the two words are functioning together as an adjective
before the noun they’re describing. If the noun comes first,
leave the hyphen out. You also don’t need a hyphen when
your modifier is made up of an adverb and an adjective.

Numbers between twenty-one and ninety-nine should be
hyphenated when they’re spelled out.

When numbers are used as the first part of a compound
adjective, use a hyphen to connect them to the noun that
follows them.

When using a fraction (e.g. half or quarter) as part of a com-
pound adjective, it should be hyphenated.

Use a hyphen with the prefix ex- (meaning former).

When using high or low as part of a compound adjective, use
a hyphen when the compound comes before the noun it’s
modifying.

For examples and more details visit grammarly.com/blog/
hyphen/ or check a dictionary if you're not sure whether to
use a hyphen or not.
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