Hyphens and Dashes

Hyphen 
The hyphen is used in the following two ways:

(a) to join two or more words that serve as a single adjective before a noun:

· As he said, "A well-known movie is on television tonight," he had a know-it-all expression. 

(b) between prefixes or suffixes and the root word to avoid ambiguity or an awkward joining of letters:

· He re-covered the chair. (Compare: He recovered the chair.)

· They re-entered the room. (Compare: They reentered the room.)

· The vase was shell-like. (Compare: The vase was shelllike.)

Dash 
The dash is a call for a short pause. Use a dash in the following ways:

(a) to indicate a sudden or dramatic shift in thought within a sentence: 

· He stared at the picture — and he was startled to find himself thinking of another's face.

(b) to set off a series of words that contains commas:

· There were three people watching them — an elderly woman, a youth with a crutch at his side and a young woman in jeans holding a paperback.

(c) to set off parenthetical information:

· The man stood up — painfully and awkwardly — and extended his hand in greeting.
	


