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…use inverted commas for quotations

[image: image2..pict]If you quote in your writing what somebody else has said, either verbally or in a book or magazine, then you need to use inverted commas (also known as quotation marks) to enclose the words they used. You can use single (') or  double (") quotation marks, but be consistent!

In your portfolio, you may wish to quote a source that you’ve found on the internet. Here's an example:
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If you are just quoting a few words, you don't need to start a new line:

Simply changing the way you speak may also make a difference to how you are received by your prospective customer. Using ‘you’ and ‘yours’,   or ‘you'll find...’ rather than ‘I think…’ or ‘Let me tell you about…’ brings your message a little closer to home and may grab their attention more quickly.

Try this!

Put in inverted commas and re-paragraph where necessary.
1 The book requested by the customer was The Da Vinci Code.

2 She wanted a copy of the Roots Manuva CD Awfully Deep.

3 The article states: The Arcadia Group is one of the UK’s largest fashion retail companies with over 25,000 employees, 2,000 outlets throughout the UK and a growing number of international stores. The group includes eight celebrated high street brands – Burton, Dorothy Perkins, Evans, Miss Selfridge, Outfit, Topshop, Topman and Wallis. http://getsmaart.com/student-guides/index.php/career-news/c80
    











































Your own writing








Give the source





Quotation


Open with quotation mark


Indent


Copy carefully


Close with quotation mark








Colon to introduce the quotation





The  article from ‘New Business’ magazine says that  the UK’s small and medium-sized businesses could be fined by the government if they breach pollution limits imposed as part of a drive to cut emissions of carbon dioxide. The Deputy Director of the CBI, John Cridland, is quoted as saying:


‘Since 1990, business has reduced its greenhouse gases by something like 17%, whereas we as citizens – householders and domestic transport users – have only reduced our emissions by 3.5%.’





The Department of Trade and Industry is considering a scheme suggested by the Carbon Trust to introduce a system where companies would have a certain ration of permits to produce carbon dioxide and would have to buy extra permits should they exceed those targets.


� HYPERLINK "http://www.newbusiness.co.uk/cgi-bin/showArticle.pl?id=3422" ��http://www.newbusiness.co.uk/cgi-bin/showArticle.pl?id=3422�

















Book, magazine and article titles in inverted commas

















