QUOTATION MARKS
Using Quotation Marks Correctly
· Place Quotation Marks around the exact words of a speaker/writer to avoid plagiarism.

· The “exact words” can be
· a singular word
· a technical term
· a carefully chosen apt phrase
· a dependent clause
· a complete sentence
· The “exact words” refers to 

· any word, phrase, or clause taken verbatim from a source

· copied or “cut-&-pasted”

· if you omit words from the middle of the original (for focus, for effect), what remains are still the exact words and you must still place QM around them and cite

· The adjective “exact” suggests

· that the quoted material must be copied correctly, precisely, accurately
· with the same words, spelling, and punctuation used as in the original

· Do not place within Quotation Marks 

· your words (lead-in or explanatory)

· or your paraphrasing of parts of the original.

· only the exact words from your source

· unless you use in your paraphrasing some exact words

CITATIONS:
· The quotation must be cited correctly, with the author named either in the sentence (lead-in) or in the parenthetical citation (usually) at the end of the sentence.

· Using quotation marks around information from a source while changing or omitting information from that source is also a serious error unless you correctly note the changes with brackets or ellipsis marks.

· Changing a word or two does NOT change your obligation to use Quotation Marks or to Cite.

Direct Quotes:  

· Typical typing formula:  

· Author + introductory verb + comma + space + start quote + capitalized first word of the quote … last word + end quote + space + parenthetical citation + period.
· EX 1:  From her remarkable experience and research, Dr. Jessica Degrassi posits, “Cheating in college is extensive and pervasive” (88).
CAPITALIZATION:

· If the first word of the direct quote is not capitalized in the original context, you can capitalize it in your sentence by placing brackets around the letter – see the example below.  Use brackets whenever you alter something in the original quote.

· EX 2:  Jessica Degrassi notes, “[M]ost college students admit the feel the temptation to cheat” (89). 
ELLIPSES:

· Use bracketed ellipses to signal excised words from the original.
· excised for effect, for focus, for clarity
· The brackets signal a change to the original.
· The ellipses signal that word/s have been omitted from the original.
· EX 3:  Dr. Degrassi argues, “The pressures to succeed in college [. . .] can lead certain students to cheat when the opportunity arises” (89-90).
“THAT”:

· Do not use “that” for direct quotes.

· “that” implies paraphrasing OR indirect quotes

· For example, it would be inappropriate to write – 
· EX 4:  Jessica Degrassi notes that “most college students admit the feel the temptation to cheat” (90). 
PHRASES:  

· Not all Direct Quotes need to begin with a capital letter.

· Direct Quotes that are complete sentences or independent clauses (see the examples 1, 2, & 3 above) need to begin with a capital letter.

· However, if you borrow only words or phrases, then such carefully selected material does not need to begin with a capital letter.  
· EX 5:  Degrassi calls this the “everybody’s doin’ it excuse” (90).
COMMAS:
· Use commas after introductory verbs only, to set up a direct quote (see example 1).
· If, as in example 5, no introductory verb is employed, then no comma is necessary.
QUOTE BREAKS: 

· If the lead-in is used to break up the quote (see below), then the punctuation varies:  the comma is placed within the quotation marks at the first break and then outside the before the quote resumes. 
· Also, the first letter of the continuation does not need to be capitalized.
· If the continuation begins an independent clause (as in #7 below), then a semicolon will replace the second comma – but the first letter still does not need to be capitalized, as it wouldn’t in a typical compound sentence joined with a semicolon.
· EX 6:  “While it’s true that some others may be cheating,” Degrassi explains, “that does not give license for everyone to cheat” (90).
· EX 7:  “Cheating is cheating,” she continues; “there are no good excuses for that on the collegiate level” (91).

PERIODS:

· only one is needed

· it should be placed after the parenthetical citation

· note each example above
