 (
The 
sentence must finish with a full stop:
“How are you?” Catherine asked.
Helena
 
replied
, “I’m good, thanks.”
) (
Extra information about what the people are doing and how they are speaking should be used
 to add interest
:
“I’m so excited,” Kate shrieked, jumping up and down and clapping her hands.
) (
The words spoken go between inverted commas (speech marks)
.  
The who
 and how do not go in speech marks.
“Good morning,” said Arthur.
) (
The 
dialogue needs separating from the narrative by a comma:
Luke said, “Let’s play football.”
“Or we could go to the park,” Connie suggested.
) (
Whenever someone new speaks, you must start a new line:
“What time shall we meet?” Sarah asked.
Matty
 checked the time on his phone.  “Half past ten,” he suggested.
Sarah nodded, “Sounds good to me.”
)
