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Colons

Explanation

The colon is used after an independent clause to call attention to the words that follow it. A writer may use a colon after an independent clause to direct the reader’s attention to a list, an appositive, or a quotation.
Examples

· A List that is not set up grammatically
Example: Please send the following: staples, pens, notebooks, and stickers.
Example: Please send me staples, pens, notebooks, and stickers.
· An Appositive

Example: They revealed the secret of their success: perseverance.

· A Quotation

Example: Consider the words of J. F. Kennedy: “Ask not what your country can do for you; ask what you can do for your country.”

· Other Uses

Between two independent clauses when the second explains or summarizes the first.

Example: Faith is like love: it cannot be forced.

Also use a colon after the salutation in a formal letter (e.g. Dear Sir or Madam:), to indicate hours and minutes (e.g. 5:30 p.m.), to show proportions (the ratio of men to women was 2:1), between a title and subtitle (Alvin Ailey: A Life in Dance), to separate city and publisher in bibliographic entries (Boston: Bedford, 2004), and between chapter and verse in biblical references (Luke 2:14).
Practice

Please insert semicolons, colons, or commas as required.
1. Ordered stock includes the following sweaters jackets and gloves.
2. Only two things annoy the custodian littering and graffiti.

3. Joan always studies before taking a test actually Mabel studies too to ensure success.

4. When they discovered the missing funds they decided to celebrate.

5. All oral and written communications must be correct for example subjects must agree with their verbs in number.
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