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QUOTATIONS 
 

Direct Quotations 
 
When words are repeated exactly as they were originally spoken or written, that is called a 
Direct Quotation. Some rules for quoting directly follow. 
 

1. Do use the exact words. Do not change any of the words.  
 

2. Use quotes and a comma after said, states, or a similar word. For example: 
 

a. My teacher said, “Don’t forget to do problem five for homework.” 
b. Notice the comma after said and the quotes around the text. 

 
3. However, if you continue a thought with that, but, or a similar word, do not use a comma. 

a. My teacher said we did well on the test, but “we need to study harder to earn an 
A.” 

 
4. Put periods, question marks, and exclamation marks inside the last quote. As examples: 

a. Tom said, “Your answer is all wrong.” 
b. Sally said, “No! It’s not!” 
c. Henry said, “Didn’t the teacher give us the correct answer?” 

 
5. When quoting, use a comma when the sentence is in two parts. 

a. “Last summer,” Anne said, “I had a fantastic vacation. I went all over Europe.” 
 

6. When words are left out, use an ellipsis, three dots, to replace the missing words. An 
ellipsis within a sentence looks like the following: 

a. “The Intergovernmental Panel on Climate Change (IPCC) reported in 2014 that 
scientists were more than 95% certain that global warming is mostly being 
caused by human . . . activities.” 
 

b. Above a technical term is left out and three dots, an ellipsis, is used instead. 
Notice the format for spacing around the dots—before, after, and in between. 

 
 

c. At the end of a sentence, include the period, then use the ellipsis. 
 

d. My daughter said, “I have a hundred reasons for going to Disneyworld. First, I 
love Mickey and Minnie, Second, I love the rides. . . . Ninety-ninth I love the food. 
One hundredth, I love all of Disneyworld!” 

 
7. Use single quotes if you are using a quote within a quote. For example: 

a. April said, “I heard that Susan said, “I really like John.’” 
b. Notice the single quote then the double quote at the end. 

https://en.wikipedia.org/wiki/Intergovernmental_Panel_on_Climate_Change
https://en.wikipedia.org/wiki/IPCC_Fifth_Assessment_Report
https://en.wikipedia.org/wiki/Attribution_of_recent_climate_change
http://www.google.com/url?sa=i&source=imgres&cd=&cad=rja&uact=8&ved=0CAkQjRwwAGoVChMItPGusIjlxwIViI4NCh2l6QBX&url=https://plus.google.com/u/0/109128887010801019841&psig=AFQjCNHUuJLhkBlWAfZ-04z-SHi6psKoUg&ust=1441720191675032


 
 
Indirect Quotations 
 
When words are changed from the original text or speech, the result is an Indirect Quotation. 
For example:  
She said she liked the movie. 
  (What she really said was, “The movie had great acting, singing, and dancing.”) 
 
Indirect Quotations do not have quotation marks. Rephrasing is used to alter the original words. 
Indirect Quotations are good for shortening the original. Make sure, though, if you are only 
changing one or two words, it is better to use the original wording and use quotes.  
 
Exceptions to These Rules 
 

1. British English versus English used in the United States 
a. In Great Britain, the correct way to quote is to use single quotes and to put the 

punctuation (periods, commas, etc.) outside of the quotes. 
 

b. Our teacher states in the syllabus, ‘New Historicisim theory focuses on the 
historical context of literature, including cultural and intellectual history’. 

 
c. Quotes within quotes are also the reverse—use single quotes first for the entire 

text then double quotes inside, as follows: 
 

d. “Stephen Greenblatt, one of the founders of New Historicism, refers to this type 
of literary criticism as “cultural poetics”’. 

 
e. Notice the final set of quotes: inside is the double quotes then the single quote 

follows. 
 

2. The Law 
a. Quotes in legal writings need to be very exact. Therefore, if a person being 

quoted has not included punctuation, then that punctuation is not included inside 
the quote. 
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