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Quotations in blogs and stories 

n  A quote has its own, separate 
paragraph. 

n  Address the subject’s title the first 
time they are mentioned. 

n  Subject - verb. 

n  Separate quote sentences if more 
than one long. 

n  “The comma and period is placed 
before the quotation marks.” 

n  Always separate quotes – never 
stack them. 

“Not many people had cell phones,” 
Biology teacher Jennifer Martin said. 
“That was part of the issue with 
communication, so after the first 
plane crashed, everybody thought it 
was an accident.” 

However, these attacks would soon 
be noted as no accident. Seventeen 
minutes later, a plane crashed into 
the South Tower at 9:03 a.m. 

“We were simply trying to make sense 
of two planes crashing into buildings 
on the same day,” Bourg said. 
“Nothing like this had ever happened 
before – people did not say ‘Oh it is a 
terrorist attack’ – no one said that.” 

Format Example 
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Things to always leave out of a 
quotation 

n  “I think that…” 

n  “In my opinion…” 

n  “…Etc.” 

n   “Wanna, gonna, jk…” 

n  Contractions 

Things to correct in a quotation 
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Abbreviations of Months 

Month Abbreviation 

January Jan.  

February Feb. 

March - 

April - 

May  - 

June - 

July - 

August Aug. 

September Sept.  

October Oct. 

November Nov. 

December Dec. 
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Format of Dates 

n  Never use st, nd, rd, th [ex: 1st, 2nd, 3rd, 4th] 

n  When mentioning an event within a seven day past and 
ahead frame – just say last Monday or next Friday. No 
specific date is needed. 

n  If it is outside of that time frame, abbreviate appropriate 
months because specific date is included - Jan 14 
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NUMBERS 
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Format of Numbers 

n  Spell out numbers 0-9 

n  In the beginning of the sentence, you must spell out the 
word – “Three hundred years ago …” 

n  Do not spell out ages - A 5 – year – boy… The boy is 5 
years old…  
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OTHER RANDOM, BUT 
IMPORTANT, EDITS 
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Common mistakes editors keep 
seeing 

n  Never use contractions 

n  The only title capitalized is Principal 

n  No articles in headlines 

n  Once someone has been mentioned. Refer to them by their 
last name. They are exceptions though including two people 
in one story with the same last name.   

n  On the website, stories should say 

By Julianne Cauley 

News Editor 

http://coppelljournalism.wordpress.com/category/journalism-
a-and-b/  

 




