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1.12    Writing Quotations

When writing a direct quote, it is important to remember three things: quotation 
marks, commas, and capital letters. Putting quotation marks in their proper 
places will help the reader identify when a quote begins and ends. Commas 
and capital letters also help avoid confusion.
Here are some rules of proper punctuation and capitalization for quotations.

Rule #1: When a quotation comes in the beginning of a sentence, make a 
comma at the end of the quote inside the quotation marks. Do not end the 
quote with a period, and do not capitalize the next word, since the sentence is 
not over.1

Examples:
• “Please give me a hand,” said the elderly lady.
• “We are leaving on Sunday,” she responded.

Rule #2: We only insert a comma at the end of a quote when it would otherwise 
end with a period. For quotes that require a question mark or exclamation 
point, use these punctuation marks at the end of the quote (still inside the 
quotation marks), and do not add a comma. Do not forget that the next word 
will still not be capitalized, because the sentence isn’t over.

Examples:
• “When did you arrive?” asked my uncle.
• “Fire!” he yelled at the top of his voice.

Rule #3: When a quotation comes at the end of a sentence, make a comma 
before the quote, and capitalize the first word of the quote. The period goes 
inside the quotation marks.2

Examples:
• He hugged me and said, “We are all very proud of you.”
• She took a sniff and said, “This cake smells delicious.”

1.
A common mistake of students is putting the comma after the closing quotation mark, so much practice is required and 
students should be constantly reminded until they master proper punctuation of quotations.
An exception to the rule of putting all punctuation inside the quotation marks is when it does not relate to the original context, 
as in the following example: Where did I see the saying “A penny saved is a penny earned”?

2.
You can explain to students that the first word of a quote is capitalized because within the context of the speaker it is the 
beginning of a sentence, even though it is in middle of a sentence within the context of the narrator. This gets them thinking 
about changes of point-of-view and how a dialogue can affect the narrative.


