Commas
Do not sprinkle commas throughout your copy. They are not to be used at places where, when speaking, you would "take a breath." There really are specific uses for commas.

Do not put a comma before "and" in a simple series:

I want toast, butter and ham.

Put a comma before the concluding conjunction in a series, however, if an element of the series requires a conjunction (such as and):

I want toast, butter, and ham and eggs.

If you have a complex series of phrases, use a comma before the concluding phrase:

The main points to consider are whether the athletes are skillful, whether they have stamina, and whether they have better-looking hair.

Essential clauses must not be set off for the rest of the sentence by commas. 

A non essential clause must be set off.


What does that mean?


In essential clauses, the part that you may try to set off with a comma is 
"essential" to the meaning of the sentence.


He does interviews, voice-overs and uses sound clips.


(uses sound clips is essential to the sentence)


The horror of the photograph of the child accident-victim might register, as no written word can, the dangers of playing in the street or darting out into traffic.

In non-essential clauses, the part you're separating with a comma and "and" could stand alone:

She has learned that it is easy to play favorites, and children notice that.

Think about it this way: if the subject remains the same for both the first and second parts of the sentence, you probably don't need the comma before "and."

We visited Washington and planned to see the White House. 

(same subject, "we")

We visited Washington, and our senator greeted us personally. 

(different subjects, "we" and "our senator.")

Ida B. Wells made journalism out of her indignation about racial segregation, and in 1891 her articles for the Memphis Free Speech and Headlight so angered school authorities that they fired her.
Prepositional phrases that begin a sentence usually need a comma after them:

      Before it rains, I want to mow the lawn.

After writing the controversial Silent Spring, natural scientist Rachel Carson became a champion of the ban on the insecticide DDT.

Use a comma to introduce a direct quote:

The attorney said, "We need to get five more witnesses." 

(Note the capitalization of the word "we".)

Use a comma with figures of four or more digits, except for dates (years).

Attendance was over 2,500 people. The group raised $3,538.

Other uses:

To separate city and county, city and state:

· The explosion occurred in Albany, N.Y.

To replace of between a name and city:

· Jimmy Carter, Plains, Ga.

To set off a person's age: 

· Orville Sterb, 19, of Fullerton, Calif.

In dates:

· March 19, 1940, was the date he entered the army.

In party affiliations:

· Charles Schumer, D-N.Y, talked for over an hour.

To set off a title:

· Jane Tyrone, the chairwoman, spoke at the meeting. 

What is a comma splice? This occurs when you use a comma incorrectly, usually to join two thoughts.

The computer was down, he could not search the Internet.

This should be two sentences, or should be joined with additional words:

The computer was down. He could not search the Internet.

The computer was down so he could not search the Internet.

