Pointers for Punctuating
*Use quotation marks to begin and end a direct quotation.  Do not use quotation marks to set off an indirect quotation.

Paula said, “This article really taught me a lot about snakes.”

Paula said that this article really taught her a lot about snakes.

*Use commas to separate the speaker’s words from the rest of the sentence.  Capitalize the first word of the quotation.

“Snakes were never my favorite creature,” observed William.

Then he added, “Now I respect them more and fear them less.”

*If the quotation is a question or an exclamation, include a question or exclamation mark within the quotation marks.

“Did you know that Indian cobras are the deadliest snakes?” asked Paola.

*Enclose both parts of a divided quotation in quotation marks.  Do not capitalize the second part unless it begins a new sentence.

“Before a cobra attacks,” Paola said, “it rears straight up.”

“A handler learns its range,” added William.  “Then she can avoid its bite.”
