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Direct and Indirect Speech
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Learning Goal

We are learning to recognise, punctuate and transform direct and 

indirect speech.

Success criteria

• I can explain the difference between exact words and a report.

• I can punctuate direct speech accurately.

• I can change speech form while keeping the speaker's meaning.
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Speech in Writing

DIRECT SPEECH records the speaker's exact words. It uses quotation marks.

INDIRECT SPEECH reports what the speaker said. It does not use quotation marks.

Both forms communicate a message, but the grammar and punctuation are 

different.
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One Message, Two Forms

Direct: Mia said, “I am ready for the excursion.”

Indirect: Mia said that she was ready for the excursion.

What stayed the same? Mia's message.

What changed? Quotation marks, the pronoun and the verb tense.

Alex
Preview

Alex
Preview

Alex
Preview



Direct Speech

Direct speech gives a speaker's exact words.

Look for:

• quotation marks around the spoken words

• a capital letter at the start of the quotation

• punctuation inside the closing quotation mark

• a reporting clause that names the speaker
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Direct-Speech Punctuation

Use this checklist:

1. Open the quotation marks.

2. Begin the spoken words with a capital letter.

3. Add the correct end mark to the quotation.

4. Close the quotation marks.

5. Separate the reporting clause with a comma when needed.
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Reporting Clause First

A reporting clause can come before the quotation.

The guide whispered, “The gallery is closing.”

Notice the comma after whispered, the capital T, and the full stop inside 

the closing quotation mark.
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Reporting Clause Last

A reporting clause can come after the quotation.

“Please stay with your group,” the guide reminded us.

Use a comma—not a full stop—before the closing quotation mark when 

the reporting clause continues the same sentence.
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A Split Quotation

A reporting clause can interrupt one speaker's sentence.

“The dinosaur room,” Kai explained, “is on the second floor.”

The second part begins with a lower-case letter because it continues the 

same sentence.
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Dialogue Paragraphs

Start a new paragraph whenever the speaker changes.

“Did you find the clue?” asked Ava.

“Yes,” Noah replied. “It was beside the map.”

This helps the reader track who is speaking.
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Indirect Speech

Indirect speech reports the meaning of what someone said.

Ava said that the clue was beside the map.

There are no quotation marks. The writer may change pronouns, verb 

tense and time or place words so the report makes sense.
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What Changes?

When speech is reported later, the viewpoint may shift.

Pronoun: I → she or he

Tense: am → was

Time: today → that day

Place: here → there

Choose only the changes the context requires.
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Useful Reporting Shifts

am / is → was        are → were

will → would           can → could

today → that day       tomorrow → the next day

here → there

These are common shifts, not automatic rules. Always protect the original 

meaning.
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Direct to Indirect

Direct: Luca said, “I will finish the model tomorrow.”

Step 1: remove quotation marks.

Step 2: add that if it improves the sentence.

Step 3: change I → he, will → would, tomorrow → the next day.

Indirect: Luca said that he would finish the model the next day.
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Indirect to Direct

Indirect: Priya said that she could meet us there.

Choose exact words that keep the meaning:

Priya said, “I can meet you there.”

Add quotation marks, a capital letter, correct punctuation and a suitable 

reporting clause.
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Common Traps

Trap: forgetting quotation marks around exact words.

Fix: open and close the speaker's words.

Trap: adding quotation marks to indirect speech.

Fix: report the message without quoting.

Trap: changing the meaning during a transformation.

Fix: reread both versions and compare the message.
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Guided Practice: Identify

Name each form and give one clue.

1. “The key belongs in this drawer,” said Mila.

2. Mila said that the key belonged in that drawer.

3. The curator explained that the statue was fragile.

4. “Please do not touch the statue,” the curator explained.
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Guided Practice: Punctuate

Rewrite with correct direct-speech punctuation.

1. the bus is waiting called mr lee

2. zoe asked can i carry the map

3. stay together the guide warned during the tour

Check quotation marks, capitals, reporting-clause commas and end punctuation.
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Transform and Reflect

Change this sentence to indirect speech:

Omar said, “I am bringing my sketchbook here tomorrow.”

Then explain one change you made.

Challenge: Write a new direct sentence, report it indirectly, and check that the 

meaning stays the same.
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Well Done!
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Direct and Indirect Speech Quiz
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Question 1 — True or False

Direct speech records a speaker's exact words.

Write TRUE or FALSE and name one clue that helps a reader recognise 

direct speech.
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Answer 1

TRUE

Direct speech records exact words. Quotation marks show where those 

words begin and end.
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Question 2 — Multiple Choice

Which sentence is punctuated correctly?

A. “We found it”. said Max.

B. “We found it,” said Max.

C. We found it, “said Max.”

D. “we found it,” said Max.
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Answer 2

B. “We found it,” said Max.

The quotation begins with a capital letter, the comma stays inside the 

closing quotation mark, and the reporting clause follows.
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Question 3 — Short Answer

Identify the speech form and name one clue.

Nina explained that the path was closed.
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Answer 3

INDIRECT SPEECH

It reports Nina's message without quotation marks. The word that 

introduces the reported information is ‘that’.
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Question 4 — Multiple Choice

Where is the reporting clause in this sentence?

“Turn left at the gate,” the ranger advised.

A. before the quotation

B. after the quotation

C. splitting the quotation

D. there is no reporting clause
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Answer 4

B. AFTER THE QUOTATION

The reporting clause is the ranger advised.
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Question 5 — True or False

Indirect speech uses quotation marks around the reported message.

Write TRUE or FALSE and correct the statement if needed.
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Answer 5

FALSE

Indirect speech reports the message without quotation marks.
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Question 6 — Short Answer

Change this direct statement to indirect speech.

Ella said, “I can finish the poster today.”
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Answer 6

MODEL ANSWER

Ella said that she could finish the poster that day.

The pronoun, modal verb and time word shift to suit the report.
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Question 7 — Multiple Choice

Choose the best indirect version.

Sam said, “I will wait here tomorrow.”

A. Sam said that I will wait here tomorrow.

B. Sam said that he would wait there the next day.

C. Sam said, he waited there.

D. Sam said that he waits here yesterday.
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Answer 7

B. Sam said that he would wait there the next day.

The pronoun, modal verb, place word and time phrase shift accurately.
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Question 8 — True or False

Begin a new paragraph when the speaker changes in dialogue.

Write TRUE or FALSE and explain why the convention helps a reader.
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Answer 8

TRUE

A new paragraph helps the reader see immediately that a different 

character is speaking.
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Question 9 — Short Answer

Rewrite with correct direct-speech punctuation.

please close the window asked ms tan
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Answer 9

“Please close the window,” asked Ms Tan.

The quotation begins with a capital, the comma is inside the closing 

quotation mark, and the reporting clause completes the sentence.
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Question 10 — Multiple Choice

Which split quotation is correct?

A. “The red folder,” said Leo, “is mine.”

B. “The red folder.” said Leo “Is mine.”

C. “The red folder”, said Leo “is mine.”

D. The red folder, “said Leo,” is mine.
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Answer 10

A. “The red folder,” said Leo, “is mine.”

Commas separate the reporting clause, and the continued quotation 

begins with a lower-case letter.
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Well Done!
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