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  Change the grammar and sentence structure. 

Break up a long sentence into two shorter ones or 

combine two short sentences into one. Change the 

voice (active/passive) or change word forms (e.g. 

nouns, adjectives). 

  Change the order in which information/ ideas 

are presented (as long as they still make sense in a 

different order). 

  Identify the attitude of the authors to their 

subject (i.e. certain, uncertain, critical etc) and 

make sure your paraphrase reflects this. Use the 

appropriate words. 

5. Review your paraphrase checking that it accu-

rately reflects the original text but is in your 

words and style. 

6. Record the original source (including the page 

number) so that you can provide a reference. 

SAMPLE ORIGINAL: 

(A Self-Help) 

 Students frequently overuse direct quotation 

in taking notes, and as a result they overuse quota-

tions in the final [research] paper. Probably only 

about 10% of your final manuscript should appear as 

directly quoted matter. Therefore, you should strive to 

limit the amount of exact transcribing of source mate-

rials while taking notes. Lester, James D. Writing 

Research Papers. 2nd ed. (1976): 46-47.  

SAMPLE PARAPHRASE: 

 In research papers students often quote ex-

cessively, failing to keep quoted material down to a 

desirable level. Since the problem usually originates 

during note taking, it is essential to minimize the ma-

terial recorded verbatim (Lester 46-47).  

How to Summarize 

The amount of detail you include in a summary will 

vary according to the length of the original text, 

how much information you need and how selective 

you are: 

1. Start by reading a short text and highlighting 

the main points as you read. 

 

2.    Reread the text and make notes of the main 

points, leaving out examples, evidence etc. 

 

3.    Without the text, rewrite your notes in your 

own words; restate the main idea at the begin-

ning plus all major points. 

The ancestral Cinderella from the early Norman-

French tale might have originally worn slippers 

of squirrel’s fur to the prince’s ball. Over the 

centuries, the telling of the tale replaced vair with 

the homophone verre, French for glass.  

SAMPLE ORIGINAL: 

 
Squirrels (excerpt by Edmond Chang)  

SAMPLE SUMMARY: 

Edmond Chang tells of how Cinderella’s slippers 

once might have been made from squirrel fur and 

not glass.  

 “When you cite other authors or works into your paper, use summary, para-
phrase, or quotation, depending on your purpose. A summary, written in your own 
words, briefly restates the writer's main points. Paraphrase, although written in 
your own words, is used to relate the details or the progression of an idea in your 
source. Quotation, used sparingly, can lend credibility to your work or capture a 
striking passage” (from A Sequence of Academic Writing by Behrens L. et al). 



Why quote, paraphrase 
or summarize? 

1. It allows you to develop and demonstrate your 

understanding and interpretation of the original 

text. 

2. It provides evidence that your paper is well-

researched and supported by authority or ex-

perts. 

3. It gives credit to the author of the original con-

cept or theory. 

4. It enables you to practice academic honesty and 

avoid plagiarism. 

5. It helps readers identify and relocate the basis 

and sources of the arguments in your research 

paper. 

What are the differences 
among them? 

Quoting Paraphrasing Summarizing 

match the 

source word for 

word 

does not match 

the source word 

for word 

does not match 

the source word 

for word 

usually a brief 

segment of the 

text 

involves putting a 

short passage 

from an article 

into your own 

words 

involves putting 

the main idea of 

the article into 

your own words 

commonly ap-

pears between 

quotation marks 

retains and fully 

communicates 

the original 

meaning 

presents a broad 

overview  of the 

whole article but 

much shorter 

than the original 

text. 

All must be credited to the original author or source. 

When to quote, para-
phrase or summarize? 

1. When the article’s idea or proposition lends 

authority or credibility to your paper’s ideas. 

2. When  you want to expand the depth and 

breadth of your paper’s discussion of the topic. 

3. When you want to call attention to the points of 

other authors that you agree or disagree with. 

4. When you want to highlight a particularly strik-

ing passage from another article. 

5. When you want to cue your readers that the 

words are not your own. 

6. DO NOT quote, paraphrase or summarize the 

following: 

 Your own original ideas 

 Facts 

 Other interpretations of common knowl-

edge 

You apply quoting, paraphrasing and summarizing 

actions with other authors’ opinions, arguments, 

ideas, speculations as well as their graphs, photos, 

cartoons, statistics and their other details. 

How to Quote 

1. Make sure that you have a good reason to use a 

direct quotation.  

2. Quoting should be done sparingly and should 

support your own work, not replace it.  

3. Work the material into your sentence as natu-

rally as possible, using appositives to identify 

the speaker or author of the quote. 

4. Quotations should never stand by themselves 

without a citation. 

5. Use ellipses (. . .) in the point of deletion to 

indicate that material has been omitted from the 

quote.  

6. Make a point in your own words, then support 

it with an authoritative quote. 

7. Every direct quotation should appear between 

quotation marks (" ") and exactly reproduce 

text, including punctuation and capital letters. 

8. A short quotation often works well integrated 

into a sentence. 

9.  Longer quotations (more than 3 lines of text) 

should start on a new line, be indented and in 

italics.  

 In his famous and influential work: On the 

Interpretation of Dreams, Sigmund Freud argues 

that dreams are the "royal road to the uncon-

scious" (page #), expressing in coded imagery the 

dreamer's unfulfilled wishes through a process 

known as the "dream work" (page #).  

Sample Quotation #1: 

How to Paraphrase 

 “The business of the poet is not to find new 

emotions, but to use ordinary ones [. . .] to express 

feelings which are not in actual emotions at all. [. . 

.] Poetry is not a turning loose of emotion but an 

escape from emotion” (Eliot 43). 

Sample Quotation #2: 

1. Read the source carefully. It is essential that 

you understand it fully. 

2. Identify the main point(s) and key words. 

3. Cover the original text and rewrite it in your 

own words. Check that you have included the 

main points and essential information. 

4. Write the paraphrase in your own style. Con-

sider each point: 

  Meaning: ensure that you keep the origi-

nal meaning and maintain the same relation-

ship between main ideas and supporting 

points. 

  Words: Use synonyms (words or expres-

sion which have a similar meaning) where 

appropriate. Key words that are specialised 

subject vocabulary do not need to be changed. 

  If you want to retain unique or specialist 

phrases, use quotation marks (“ “). 




