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Essential Conventions Check Mate - Level C 

Collins Writing Program 

● INTERRUPTED QUOTES 

When a quoted sentence is interrupted by an    
expression such as she said or I asked, the     

second part of the quote begins                   
with a lower case letter.   

“I’m on a diet,” Sheila said, “so I’ll pass on   
         the cake.” 

●  QUOTE WITHIN A QUOTE 

Use single quotation marks when a quote appears 
inside a quote. That is, open and close the main 

quote with double quotation marks, and          
enclose any quote that appears within             

the main quote with single                         
quotation marks. 

        Taylor asked Vincent, “When you say ‘all in,’  
        do you mean you are betting everything?” 
 
 
        “I hate it when the only advice I get from   
         my mom is ‘Do your best,’ ” said Eunice.   

 

● PARTIAL QUOTES 

If a direct quote is only a phrase or partial quote, 
do not set it off with commas. 

        My voice teacher always reminds me   
        “practice makes perfect.”  

●  INDIRECT QUOTES 

Do not use quotation marks when a person’s    
exact words are not being repeated. 

Jonathan said that he would never go back   
        to that restaurant. 

Tip Sheet 

● SPECIAL  
REMINDERS 

RULE #4. QUOTATION MARKS 
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