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Overview of Usage 
The Chicago Manual of Style (CMOS), 6.75–6.89 
The Christian Writer’s Manual of Style (CWMS), pp. 162–164 
 
 
Hyphen: word and letter separator 

• Compound words: self-made (but handmade)  

• Names: Mary-Jean 

• Numbers: twenty-six  

• Spelling words: (My name is spelled l-o-o-c-k.) 

• URLS: https://penconeditors.com/faculty-application/  

• Word division at the end of a line of type 
 

En Dash: connect numbers (dates, times, page numbers, Scripture verses) 
 CMOS 6.78: “With continuing numbers … it signifies up to and including (or through)” 
 

• Dates: The Civil War (1861–1865) was the deadliest war in American history. 

• Times: Our monthly Zoom fellowships usually run from 7:00–8:00 p.m. 

• Pages: You’ll find the guidelines for installing a new hard drive on pages 7–9. 

• Scripture: The Beatitudes are recorded in Matthew 5:1–10. 

• Travel Routes: The Dallas–Ft. Worth flight has been delayed. 

• Pairs: The Lewis–Tolkien friendship is well documented. 

• Phrasal adjective: This is a Pulitzer Prize–winning novel you’ll want to read. 
 
Note: Americans engaged in a bloody civil war from 1861 to 1865. 
 The kids usually eat lunch between 12:00 and 12:30 p.m. 
 
Em Dash: the most versatile mark of punctuation 

(1) “used to set off an amplifying or explanatory element and in that sense can function as 
an alternative to parentheses … commas … or a colon … especially when an abrupt 
break in thought is called for” (CMOS 6.85).  

 
My teacher, Mr. Grosh—the one who introduced me to classic literature—
encouraged me to pursue a teaching career. 

 
(2) “used to indicate a sudden break in thought or sentence structure or an interruption in 

dialogue” (CMOS 6.87) 
 

What if—God forbid!—Jackie has been in an accident? 
   

“How could you think—” 
“How could I not think you were cheating!”  

https://penconeditors.com/faculty-application/
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(3) Signals the summation or purpose of a list (CWMS, 163) 

 
Commas, semicolons, and exclamation points—most writers misuse these 
punctuation marks. 
 

(4) “used to set off an introductory noun, or a series of nouns, from a pronoun that 
introduces the main clause” (CMOS 6.86) 

 
Grace, mercy, love, and forgiveness—these attributes define God’s relationship 
with humans.  
 
Perfection—that is an attribute we humans cannot achieve, no matter how 
diligently we pursue it. 

 
Why I encourage writers to use em dashes: 

• adds emphasis without using an exclamation point 

• adds clarity when several commas are already present  

• adds clarity when another mark of punctuation is used 

• avoids overuse of parentheses 
 
Three Final Tips: 

• Never use more than one set of dashes in a sentence. 

• Like any other mark of punctuation, dashes can be misused by overuse or underuse. The 
Greek poet Hesiod’s words apply here too: “moderation is best in all things.” 

• Avoid using more than one set of dashes in a paragraph. 
o Use a colon. 
o Use parentheses. 
o Use two sentences. 

 
Examples  
Rain gear, matches, bug repellent—you’ll want to bring those items on the camping trip. 
You’ll want to bring these items on the camping trip: rain gear, matches, bug repellent. 
 
You’ll want to bring matches and rain gear on the camping trip—and a large can of bug 
repellent. 
You’ll want to bring matches and rain gear on the camping trip (and a large can of bug 
repellent) 
 
You’ll want to bring matches and rain gear on the camping trip—and don’t forget bug repellent. 
You’ll want to bring matches and rain gear on the camping trip. And don’f forget bug repellent. 
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Practice: What Would You Do? 
 
Sample One: 

(a) I feel a very unusual sensation—if it is not indigestion, I think it must be gratitude. 
(Benjamin Disraeli) 

(b) I feel a very unusual sensation; if it is not indigestion, I think it must be gratitude.  
(c) I feel a very unusual sensation. If it is not indigestion, I think it must be gratitude.  
(d) I feel a very unusual sensation: if it is not indigestion, I think it must be gratitude.  

 
 
Sample Two: 

(a) For those who truly wish to walk by the Spirit, the greatest choice of all, one which will 
determine the life we lead and the fruit we bear in this world, is our election of citizenry 
between the two kingdoms available to us.  

 
(b) For those who truly wish to walk by the Spirit, the greatest choice of all—one which will 

determine the life we lead and the fruit we bear in this world—is our election of 
citizenry between the two kingdoms available to us. 
 
 

Sample Three: 
(a) That is the revival I believe is coming and the one this book seeks to help foster. But it 

will start with those lost children (with you?) being willing to question everything 
they’ve accepted concerning God and the Christian life. 

 
(b) That is the revival I believe is coming and the one this book seeks to help foster. But it 

will start with those lost children—with you?—being willing to question everything 
they’ve accepted concerning God and the Christian life. 
 

 
Sample Four: 

(a) This new census counted all the males of the new generation; males who had been 
younger than twenty at the first census and had been born during the nomadic period. 
Author had used a semicolon here. 
 

(b) This new census counted all the males of the new generation—males who had been 
younger than twenty at the first census and had been born during the nomadic period. 
Author had used a semicolon here. 

 
(c) This new census counted all the males of the new generation: males who had been 

younger than twenty at the first census and had been born during the nomadic period. 
Author had used a semicolon here. 
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Sample Five: 
(a) “I can’t, don’t you dare ask me to, agree to such a plan.” 
(b) “I can’t—don’t you dare ask me to—agree to such a plan.” 
(c) “I can’t. Don’t you dare ask me to agree to such a plan.” 
(d) “I can’t … don’t you dare ask me to … agree to such a plan.” 

 

Sample Six: 
(a) “One day you’ll regret this,” she slammed her fist on the table, “and you’ll beg me to 

come back.” 
(b) “One day you’ll regret this.” She slammed her fist on the table. “And you’ll beg me to 

come back.” 
(c) “One day you’ll regret this”—she slammed her fist on the table—“and you’ll beg me to 

come back.” 
 

Sample Seven: (from The Shoemaker’s Wife) 
(a) But she had something that Ciro had not seen in any girl before. She was curious! 
(b) But she had something that Ciro had not seen in any girl before. She was curious. 
(c) But she had something that Ciro had not seen in any girl before—she was curious. 

 
 
Sample Eight: (from The Shoemaker’s Wife) 

(a) The party was at its peak—a string quartet played music, there was lots of laughter and 
party chatter, most of the rooms were filled with guests—but Enza, Colin, Laura, and 
Vito had found a quiet spot. 

(b) The party was at its peak. A string quartet played music, there was lots of laughter and 
party chatter, most of the rooms were filled with guests. But Enza, Colin, Laura, and Vito 
had found a quiet spot. 

(c) The party was at its peak. A string quartet played music, there was lots of laughter and 
party chatter, most of the rooms were filled with guests, but Enza, Colin, Laura, and Vito 
had found a quiet spot. 

 

Sample Nine: 
(a) “And I want to give you more.” Vito pulled her close. “Everything I am. Everything I 

dream. And everything you could imagine.” 
(b) “And I want to give you more—” Vito pulled her close. “Everything I am. Everything I 

dream. And everything you could imagine.” 
(c) “And I want to give you more”—Vito pulled her close—“everything I am. Everything I 
dream. And everything you could imagine.” 

 
 

 
 


