Incorporating Quotations
If the quote finishes the sentence, lead into it with a comma or no punctuation, as required.

Ex. Jill asked Tom to, “fetch her some wood.”

If the quote follows a complete sentence, lead into it with a colon.

Ex. Tom was not sure if he should enter into the cabin: “A chill rose up Tom’s spine, as he wondered what could lurk inside.”

Other Rules of Thumb for Quotations
1. Quotes should generally follow your own words/writing. They are textual supports, showing that what you’ve said is true

2. A direct quote cannot stand alone as its own sentence. It must be attached to your own thought. See above examples.

3. Direct quotes cannot be included back-to-back, meaning that you end one direct quote and then immediately include another.

4. Direct quotes are taken word-for-word from a text, including all grammar and punctuation. 

5. For errors within the text you are quoting, you would put [sic] following the error. Square brackets within a quote always indicate something you as the writer have added. Such brackets are often used for clarification. For example, “She [Jill] was looking forward to the party.” You only need to do this if the meaning is not expressly clear.
