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1. Indent for each new speaker. New speaker = New paragraph.

2. Only the exact words of the speaker go inside quotation marks.

3. The words used to identify the speaker are called the dialogue tags (ex., Mary said or Jane replied). 
Words like said, replied, screamed, etc. are never capitalized in a tag line (unless it’s the first word in the sentence). Ex., Asked Mary, “Are we there yet?” 

4. There are three types of dialogue tags:
A. Before the quote: 
The comma always follows the dialogue tag and the beginning letter of the quote is always capitalized (e.g., Jon asked, “Where did everyone go?”).

B. After the quote: 
The ending punctuation after the actual quote (before the dialogue tag) can never be a period (e.g., “Everyone decided to go,” said Jon.). If the sentence would normally end with a period, substitute a comma. An exception to this rule is end marks for questions or exclamations 
“Where did everyone go?” asked Jon.        ~or~  
“Oh, my goodness!” cried Mary.

C. In the middle of the quote:
1) In between two separate sentences (quotes): a period follows the dialogue tag and the beginning of the second sentence (quote) is capitalized 
“I have a dog,” said Jane. “Do you have any pets?”

2) When the dialogue tag splits one sentence (quote) into two parts: a comma follows the first part of the quote and the dialogue tag 
“I have two dogs,” said Jane, “that fight all the time.”
						
Remember: If the person speaking is saying more than one sentence in a row, you only need ONE set of quotation marks that go around ALL of the spoken sentences. 
(Don’t put quotation marks around each sentence separately.)
E.g., “I have two cats. One is a cute calico named Bean. The other is a silky black cat named Mr. Waffles,” explained Julia.

Also: With questions and exclamations (? and !), you need to ask yourself whether the dialogue is a question or exclamation, or whether the entire sentence is a question or exclamation. If it’s the dialogue, then the ? or ! goes inside the quotation marks. If it’s the entire sentence, then the ? or ! goes outside the quotation marks.
E.g., “Did the teacher say that it’s time for lunch?” asked Jane.  (Just the dialogue is the question, so it goes inside the quotation marks.)
Does Mrs. Smith always say to her classes, “Let’s take ten minutes to review yesterday’s lesson”? (The entire sentence is a question, so the question mark goes outside the quotation marks.)
