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Unit 12: Capitalization

Lesson 68

Capitalization of Sentences, Quotations, and Letter Parts

Capitalize the first word of a sentence, including the first word of a direct
quotation that is a complete sentence.

An apple a day keeps the doctor away.
Ricardo said, “History is my favorite subject.”

Do not capitalize an indirect quotation. An indirect quotation does not repeat the
speaker’s exact words, nor does it appear in quotation marks. Often, the word
that introduces an indirect quotation.

Ricardo said that history is his favorite subject.

When a quoted sentence is interrupted by an explanatory phrase such as he said,
do not capitalize the second part of the sentence. Always capitalize the pronoun I.

“This music,” said Diana, “is wonderful.” 
“If the phone rings,” he said, “I’ll answer it.”

If a new sentence begins the second part of a quotation, put a period after the
explanatory phrase and capitalize the second part.

“I like this show,” said Marcus. “It’s funny.”

Capitalize the first word in the salutation of a letter and the title and name of the
person being addressed. Capitalize a title used in place of a name.

Dear Mr. Trinh: To whom this may concern: Dearest Carolyn, Dear Sir:

Capitalize the first word in the closing of a letter.

Sincerely yours, Yours truly,

! Exercise 1 Underline the correct letter in parentheses.

(J , j)amaal said, “(T, t)his is my favorite food.”

1. (M, m)om wanted me to tell you that (Y, y)ou should be home before dinner.

2. Keshia said, “(I, i)’ll call you later.”

3. (C, c)ordially (Y, y)ours,

4. “(T, t)oday,” said our teacher, “(I, i)s the first day of the science fair.”
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5. “(R, r)ead this,” said Rafi. “(I, i)t’s very funny.”

6. (V, v)ery (T, t)ruly (Y, y)ours,

7. “(M, m)ost of the time I just read,” said Jim.

8. (T, t)he principal asked, “(W, w)here were you yesterday?”

9. (M, m)y computer does not work correctly.

10. (D, d)ear (M, m)adame:

11. Carlos said that (H, h)e was expecting a good grade on the test.

12. Sunee said, “(I, i) wish I could have seen the play.”

13. “(T, t)his is the right answer,” said Dan.

14. (W, w)ith (B, b)est (W, w)ishes,

15. “(C, c)het,” said Mali, “(I, i)s going to tutor me in math.”

16. “Nina wrote this,” said the teacher. “(S, s)he wants to read it to the class.”

17. “(I, i)f you understand division,” said Poloma, “(F, f)ractions won’t be very hard.”

18. Catalina said that (T, t)his was the last bag of cookies.

19. (D, d)ear (C, c)ustomer:

20. (H, h)e told me that (H, h)e ran all the way home.

21. “(D, d)id she see it?” asked Alicia. “(I, i) know she likes comedies.”

22. “Honolulu,” said Kenji, “(I, i)s a beautiful city.”

23. “(W, w)ell,” exclaimed Alicia, “(T, t)hat should do it!”

24. (D, d)ear (M, m)iss Sharvy:

25. Geoff said that (T, t)he water was too cold for swimming.

26. “(I, i) can’t wait,” said Nguyen. “(I,i )’m hungry now.”

27. Cecilia said, “(D, d)on’t wait for me. I’ll join you later.”

28. (M, m)ost of the students said they (F, f )inished their reports in less than a week.

29. “(C, c)all me,” she said, “(W, w)hen you’re ready to leave.”

30. (Y, y)our (F, f )riend,

31. Luis said that (T, t)he other team had a better record.

32. Bonita asked, “(H, h)as anyone seen my book?”
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