When to Use Quotes

1. When language is especially vivid or expressive

2. When exact wording is needed for technical accuracy

3. When it is important to let the debaters of an issue explain their position using their own words

4. When the words of an important authority lend weight to an argument

5. When the language of a source is the topic of your discussion (analysis or interpretation)
Guidelines for Effective Quoting

1. Use direct quotes sparingly as support for your own thesis.

2. Use primarily short quotations (one or two sentences).

3. Be extremely careful to be accurate when copying a quote.

4. Attribute quotations to their sources and punctuate them correctly.

5. Integrate quotations smoothly into the stylistic flow of the paper.

6. Incorporate quotations in a way that is grammatically correct.

7. Provide an explanation to place the quotation in context.

8. Use the author’s name or the work’s title to introduce the quotation.

9. Use ellipses when words or phrases are omitted from the quotation.

Integrating Quotations

Readers need to move from your own words to the words of a source with ease.  Avoid dropping quotations into the text without warning.  Instead, provide clear signal phrases, usually including the author’s name, to prepare readers for a quotation.

To avoid monotony, try to vary both the language and the placement of your signal phrases:


In the words of lion researcher Maurice Hornocker, “…”


As Kevin Hansen noted, “…”


Karen McCall and Jim Dutcher point out that “…”

Verb List for Signal Phrases

Acknowledges adds admits agrees argues asserts believes claims comments compares concludes confirms contends continues declares denies disagrees disputes emphasizes endorses establishes explains finds grants illustrates implies insists maintains notes observes points out proposes reasons refutes rejects reports responds states suggests thinks writes

Tailoring Quotations to Fit Your Writing

Changing capital and lower-case letters:  when a quotation is integrated completely into your sentence the first letter of the quotation will be lower-case.


Ex.  The poet Robert Frost wrote that “good fences make good neighbors.”

Ellipses:  To condense a quoted passage you can use the ellipsis mark (…) to indicate that you have omitted words.  You can use the ellipsis to link two separate quotations from the same paragraph in your source; the ellipsis will indicate the deletion of one or more sentences, but only if the two sentences are near each other in the original.  An ellipsis cannot cover a gap of more than a few sentences.  MLA now recommends the use of brackets around the ellipsis dots to indicate that the mark does not appear in the original source.


Ex.  Maugham does not believe that “suffering ennobles the character;[…] suffering, for the most part, makes men petty and vindictive.”

Brackets:  Brackets allow you to insert words of your own into quoted material in order to clarify or keep a sentence grammatically correct.


Ex.  William James argues that “what [man] lives for is its thrills and excitement.”

Indicating Errors in the Quotation:  Insert [sic] right after the error or (sic) after the closing quotation mark.  The tern “sic” is neither underlined nor italicized in MLA style.

When to Paraphrase

1. Use paraphrase to represent ideas or evidence whenever there is no special reason for using a direct quote.

2. Use paraphrase to give your readers an accurate and comprehensive account of your ideas taken from a source – ideas that you intend to explain, interpret, or disagree with in your essay.

Techniques for Effective Paraphrase

1. Place the information in a new order.

2. Break the complex ideas into small units.

3. Use concrete, direct vocabulary in place of technical jargon (i.e. users = those who are using the Internet, newsgroup = online discussion group)

4. Accompany each important fact or idea in your notes with the source page number.

5. Use synonyms for words in a source (i.e. illness = medical problem, exchange views = talk to others)

6. Incorporate the paraphrase smoothly into the grammar and style of your own writing.

7. Look up difficult words.

Guidelines for Paraphrasing a Difficult Passage

1. Look up in a dictionary the meanings of all the words of which you are uncertain.  Pay special attention to the difficult words, considering the context of the whole passage.

2. Write a literal paraphrase of each passage by substituting appropriate synonyms within the original sentence structure.

3. Revise your literal paraphrase, keeping roughly to the same length and number of sentences as the original, but using your own sentence style and phrasing throughout.  You may prefer to put the original passage aside at this point, and work entirely from your own version.

4. Read your free paraphrase aloud to make sure that it makes sense.

Guidelines for Effective Paraphrasing

1. A paraphrase must be accurate.

2. A paraphrase must be complete.

3. It must be written in your own voice.

4. A paraphrase must make sense by itself.

Integrating Paraphrases


Introduce paraphrases with a signal phrase that names the author and places the material in context.  Readers will then understand that everything between the signal phrase and the parenthetical citation paraphrases the cited source.  Without the signal phrase, readers might think that only the last sentence is being cited, when in fact most of the paragraph is based on the source.  The following, with the signal phrase underlined, is an example:


For much of this century, the U.S. government has encouraged the extermination of mountain lions and other wild animals.  Sketching a brief history, Kevin Hansen tells us that in 1915 Congress appropriated funds to wipe out animals that were attacking cattle, and the U.S. Biological Survey hired hunters and trappers to accomplish the mission.  Then, in 1931, the government stepped up its efforts with the Animal Damage Control Act, nicknamed “All Dead Critters” by its critics.  Between 1937 and 1970, reports Hansen, over seven thousand mountain lions were killed by Animal Damage Control (57).

