	
	To set off the name of the person to who you are speaking

	
	After introductory words and interjections

	
	To separate words or groups of words in a series

	
	To set off an appositive

	
	To join two related sentences

	
	To separate the name of a city and its state or country

	
	To separate a quote from a source phrase

	
	Between the day of the week and the month – Between the date and the year

	
	In friendly letters, after the greeting and closing

In business letters, after the closing


