Academic Writing Tips

                           -by Ron and Beth

Quotation Marks

The following rules cover most of the usage for quotation marks.

1. Use quotation marks to enclose direct quotations, whether the quotations were originally spoken or written:

       EX:  The police officer asked, “Who is responsible for this accident?”  Both drivers

               responded, “He is!”
2. Use a block quote for a quotation of 30 or more words (around three or four lines of print).  Set off the quote by indenting ten spaces from the left and indent the first line five spaces.  This is called a “block quote.”  Do not use quotation marks around a blocked quote. Use a colon, not a comma, after the sentence introducing a blocked quote.

       EX:  Human Rights Article 18 states the following:

                               Everyone has the right to freedom of thought, conscience and                       

                          religion. This right includes freedom to change his religion or belief, and 

                          freedom, either alone or in community with others and in public or 

                          private, to manifest his religion or belief in teaching, worship and

                          observance.                                   
             Note:  Some departments may require that the blocked quote be doubled-space.

                        Ask your professors.  The thesis processing office requires quotations of more 

                        than 30 words to be blocked and single-spaced.  

3.  Use quotation marks around the titles of newspapers and magazine articles, television and radio programs, and chapters or subdivisions of books.  Do not use quotations marks around the titles of books or the names of newspapers.  Use italics for book titles and other large publications.   

                     EX:  The article in the New York Times entitled “Earning Power in 50 Industries”
                               identifies the computer industry as the industry of choice for earning potential. .

4. Use quotation marks to emphasize words representing themselves:

                EX:   She always mispronounces “walk” and “work.”
5. Place periods and commas inside the quotation marks.  This rule applies to all uses of quotation marks, for quoted material, for titles of publications, etc.

        EX:  I asked him, “Did you write the article, ‘Time and Again,’ ” and he said he had.
                  Note: Single quotation marks are used for a quotation inside a quotation.
6. Put colons and semicolons outside quotation marks:

                EX:  She said two months ago, “Without Mel Gibson, I have no life”; today she 

                        loves Ricky Martin.

7. Put question marks and exclamation points inside quotation marks, unless they apply to the sentence as a whole and not to the quoted material:

                       EX:  Who wrote the song, “Where have all the Flowers Gone?”?

     Notice that the first example has two question marks, one asking who wrote the song, and the second asking about the flowers.

                       EX:  I read the article, “Guess Who Murdered the English Teacher?” and I got

                               some ideas.


         The above example has the question mark inside the quotation marks because the 

                question mark is part of the title of the article.

     The last example has the question mark outside the quotation mark because the question mark refers not to the quoted material, but rather to the “did” question.

                       EX:  Did he say, “Ron’s not so funny”?

8. Don’t use quotation marks around the titles or the headings of your own reports, essays, papers, or thesis. The headings and titles stand-alone.  In addition, don’t follow a title or a heading with a period.  These headings and titles are not sentences, so they don’t end with a period.
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