Punctuating Direct Speech HELP! Sheet
When you write down exactly what someone has said you are writing Direct Speech. 
It’s important to use punctuation to make it very clear exactly who is saying what if you have more than one person speaking. (Look how confusing the second stretch is without punctuation to help the reader! )
So I suggest you start with:
1. Enclose the actual words spoken aloud within inverted commas (sometimes these are called “speech marks” or “quotation marks”. Just like last week, check out the words you have put in inverted commas by reading them out loud to make sure they make sense. Then…………….
2. Next, punctuate the actual words spoken.
· The speaker’s sentence must start with a capital letter even if it isn’t the first word in your written sentence.                               .  The girl said, ”That’s a lovely idea.”
· If a sentence starts with the writer identifying the speaker.  (The girl said,) you must use a comma before the inverted commas open.
· The speaker’s sentence must end with some punctuation mark before you close the inverted commas on it.                             “Come here!” the teacher shouted.
“Why should I?” he asked.
“If you don’t……….” began the teacher.
“I’m sorry I was rude,” the pupil said.
 Notice that if your written sentence goes on after the speaker’s sentence ends, even if it ends with a question mark or an exclamation mark, your sentence must continue with a lower case letter, not a capital.
· If the speaker’s sentence is interrupted in the middle you don’t need to use a capital letter to begin the second part of their sentence and you don’t put the question mark or exclamation mark till the end of the speaker’s sentence.
“When will it be best,” she asked, “to make the appointment?”
· If the speaker has two complete spoken sentences separated  by identifying words then you must use a capital letter to start the second one.
“It’s hard when you’re home learning,” she said. “Someone else is always using the laptop.”
3. Finally – at last -  to make it absolutely clear who is speaking, you must start a new line each time the speaker changes.  I think that’s the easiest bit to remember and it always looks so organised and neat and tidy when it’s set out properly on the page!
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