
Name Date

Quotation Marks
A chart to read together and keep.

Put quotation marks “ ” around the exact words 
someone says. The first spoken word starts with a 
capital letter.

The Exact Words
only the spoken words go inside

“I found a blue shell,” said Maya.
Maya said that she found a shell.
• These are not her exact words, 

so there are no quotation marks.

Said-Tag First
who is talking comes first

Dad said, “Lunch is ready.”
• Put a comma after said.
• The end mark goes inside.

Said-Tag Last
who is talking comes last

“Lunch is ready,” said Dad.
• Use a comma, not a period, 

inside the quotation marks.

Questions and 
Exclamations
the ? or ! stays inside

“Can I help?” asked Rosa.
“We did it!” shouted Eli.

Try it

Write something a friend said to you today. Use quotation marks.
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