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Quick Reference

Dashes: The en dash is 1/2 the
length of the em dash and longer
than the hyphen.

In typography, use a hyphen for an
em dash and two hyphens for an
en dash.

Use en dashes to denote time and
continuing numbers, and as
hyphens in compound adjectives.

Parentheses and Brackets: Use
parentheses to set off digressions
and explanations.

Use brackets to enclose editorial
comments and corrections.

"Which" and "That:" Use "which"
to indicate a non-restrictive

condition:
The car, which ran over my foot, was green.

Use "that" to indicate a restrictive
condition:
The car that ran over my foot was green.

"Shall" and "Will:" Use "shall" for
the first-person future tense.

Use "will" for the second- and third-
person future tense.

Gerunds and Participles:
Gerunds take the possessive case.

Participial phrases as verbals take
the objective case.




