
 
 

QUOTATIONS & PUNCTUATION  
  
All quotations: Place the exact words of a speaker or author in quotation marks.    

¶ ¢ƘŜ ŎƘƛŜŦ ŜȄŜŎǳǘƛǾŜ ƻŦŦƛŎŜǊ ƭŜŦǘ ǘƘŜ ƳŜŜǘƛƴƎ ŀƴŘ ǎŀƛŘΣ άL ƘŀǾŜ ƴƻ ŎƻƳƳŜƴǘΦέ  
¶ !ŦǘŜǊ ǘƘŜ ƳŜŜǘƛƴƎΣ ǘƘŜ ǎǘƻŎƪƘƻƭŘŜǊǎ ŎƭŀƛƳŜŘ ǘƘŜȅ ƘŀŘ άƴƻ ŎƻƳƳŜƴǘΦέ  

  
  

COMMAS and PERIODS  
  
Use a comma to signal the introduction of a quote.   

¶ aǎΦ DǊŜŜƴ ǎŀƛŘΣ άCƛƴƛǎƘ ǘƘŜ ǊŜǇƻǊǘ ōȅ ¢ƘǳǊǎŘŀȅΦέ  

  
Use a pair of commas when the quotation interrupts a sentence.  

¶ άCƛƴƛǎƘ ǘƘŜ ǊŜǇƻǊǘ ōȅ ¢ƘǳǊǎŘŀȅΣέ aǎΦ DǊŜŜƴ ǎŀƛŘΣ 



  
BRACKETS  
  
Brackets [] are used to show the reader you made a necessary change to the text of the 
quotation, either for clarification or to alter the grammar.   

¶ Adding a clarifying note about the pronoun ‘he’Υ ά!ƭǘƘƻǳƎƘ ƘŜ ώǘƘŜ ōǳǘŎƘŜǊϐ ǎŜŜƳǎ ǘƻ ōŜ ŀ 
minor character in the work, [the butcher] provides useful insight into the common business 
ǇǊŀŎǘƛŎŜǎ ƻŦ ǘƘŜ ǘƛƳŜΦέ   
¶ 



If the final punctuation mark is not part of the internal quotation, place it between the single and 
double quotation marks.    

¶ ¢ȅƭŜǊ ŀǎƪŜŘΥ ά²Ƙŀǘ ŘƛŘ ǘƘŜȅ ƳŜŀƴ ǿƘŜƴ ǘƘŜȅ ǎŀƛŘΣ Ψ²Ŝ ǿƻƴΩǘ ŘŜƭƛǾŜǊΩΚέ  

  
ELLIPSIS   
  
A three-dot (point) ellipsis tells your reader you have removed words from the quotation. 
Academic work spaces the ellipsis points.  

¶ ά!ŎŎƻǊŘƛƴƎ ǘƻ WƻƴŜǎΩ ǊŜǎŜŀǊŎƘ ǘƘŜ ŦŜƳŀƭŜ !ƳŜǊƛŎŀƴ ŀƭƭƛƎŀǘƻǊǎ ƘŀǾŜ ŀ ƳǳŎƘ ǎƘƻǊǘŜǊ 
ŀǾŜǊŀƎŜ ƭŜƴƎǘƘ ǘƘŀƴ ǘƘŜ ƳŀƭŜǎΦΦΦ¢Ƙƛǎ ŀŎŎƻǳƴǘǎ ŦƻǊ ǘƘŜƛǊ ǎƭƻǿŜǊ ƭŀƴŘ ǎǇŜŜŘǎΦέ  
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