Punctuating quotes
Direct quotes will play a big part in your representative profile.  Here are tips about punctuating direct quotes properly.
With one exception, quote marks come in pairs – an opening quote mark (“) and a closing quote mark (”). The exception is explained below.
Enclose periods and commas within quote marks.  Three examples: 

1. “During the fourth quarter of the game, we could have played better than we did,” Cameron said.

2. Cameron said the offensive line’s performance was “comparable to that of any of the finest teams in the nation.”  

3. “Despite a sluggish start,” Cameron said, “the defense played more aggressively than it did during any of last season’s games.”  (Note that the comma used before the attribution – Cameron said – is enclosed within the quote marks, but the comma after the attribution is left outside the quote mark.)

Dashes, question marks, exclamation points and semi-colons are enclosed within quote marks if they apply to the direct quote.  Otherwise, those punctuation marks should be put outside the quote marks. In the first two examples below, the punctuation marks are properly enclosed within quote marks because they are intrinsically part of the direct quotation.  In the last two examples, the punctuation marks are essential to the sentences but are not part of the direct quotes.  Therefore, they were put outside the quote marks.

1. “I’ll support the tax cut,” Lugar said.  “Will you do the same?”

2. “This is completely, entirely, utterly unfair!” the president exclaimed.

3. Was the soccer team’s loss at home really what the press has called it – a “shocking upset”?  I doubt it.  I’m inclined to believe that the opponent’s team was simply underrated.

4. The petition listed three complaints against the professor. It said he was “aloof and condescending to virtually all students”; was sometimes “abusive to the hard-working office staff”; and was frequently out of his office during office hours.
In media writing, few direct quotes go on for more than a couple of sentences.  But if you use an extended direct quotation, the quote-marks-come-in-pairs rule does not apply.  Here’s what to do:

“Start the direct quotation normally, with an opening quote mark.  But when you reach the end of the first paragraph and are ready to move on to the next paragraph, skip the closing quote mark.

“Begin that next paragraph traditionally, with an opening quote mark.  You’ll continue this practice – opening quote mark but no closing quote mark – for all but the last paragraph in your extended direct quotation.  

“That last paragraph contains both an opening and closing quote mark.”
Here’s one last situation you should know about – in fact, one last situation that you should avoid:  Suppose you want to use a direct quote fragment (part of a sentence) followed by a complete direct quotation (full sentence). 
Start with “the quote fragment in which Person A is speaking, and punctuate it normally, with both opening and closing quote marks.”

“Then in a new paragraph, continue with Person A’s complete direct quotation.  You must start a new paragraph, and you must punctuate it normally, with both opening and closing quote marks.  In this situation, don’t change speakers between the quote fragment and complete quote.  It’s too confusing for readers.” 

And, in most cases, you should start a new paragraph when you add a new complete direct quotation. If the quote is very short, you may leave it with in the paragraph that it connects to:


John Jones was angry about the council’s action. “I’m not voting for any of them,” 
he said.


OR


John Jones was angry about the council’s action.


“I’m not voting for any of them,” he said.

Helpful hints

· Most of the time, punctuation marks go within quote marks.  Begin with that assumption, and then consider whether exceptions apply.
· Remember that you don’t need a comma between an attributive phrase and a quote fragment.  You do need a comma between an attributive phrase and a complete direct quotation.  Examples:  The former teacher said she “hated putting grades on students’ work.”  Ms. Jones said, “I hated putting grades on students’ work.”

· If you want advice about punctuating direct quotations, consult the AP Stylebook and Libel Manual.  Go to the section called “A Guide to Punctuation,” and see the entry under “quotation marks.”

Bracketed information in quotes: 


When readers see brackets, they wonder, “What did the person really say?” We don’t want to inject any reader doubt into our work. 

Brackets should rarely be used. If you must use brackets on information to explain something in a quote that otherwise would be misleading, think about reorganizing the accompanying paragraph so that the quote makes sense.

Consider this example: 


"I’ll give the money [to Mike]," Egbert said. 

If you’ve already mentioned Mike, then it makes sense to use Egbert’s quote:


“I’ll give the money to him,” Egbert said.

Otherwise, paraphrase:


Egbert said he would give the money to Mike.

And information can’t be bracketed into a quote to substitute for the actual words, as in this sentence: 


"Police are doing everything they can [to arrest a suspect] in this case," 
Commissioner 
Valerie Stammitti said. 

What she said:

”Police are doing everything they can in this case,” Commissioner Valerie 
Stammitti said.

If you’ve written a solid story leading up to this quote, readers will understand Stammitti’s words. 
Present quotes accurately:
Do not string together quotes into one quote if the source didn’t say that information all at the same time. For example, during a press conference, a source discusses budgets, then talks about renewing services in the city, then mentions that he plans to run for re-election.

Do not create an “aggregate” quote:


“The budget is solid and we’re optimistic,” Jones said. “This will help us renew social services around the city. I plan to be on board as councilman to see those changes develop over the years.”

The reader assumes the speaker said all of this just as it is represented. Don’t mislead the reader.






