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Plagiarizing, Summarizing, Paraphrasing, Direct Quoting, & Book Content [1st Handout]

This handout is intended to help you understand the significance of not using other people's work and passing it on as your own. Moreover, it will help you become more familiar with the uses of and distinctions among quotations, paraphrases, and summaries. The first part of the handout deals with plagiarism (& its different forms) and compares and contrasts the terms summaries, paraphrases, and quotations. The second part of the handout deals with the content of academic books.
What is plagiarism? 

It is intentionally or unintentionally giv​ing the impression that words or ideas from another source are your own. 

Plagiarism takes many forms:

· Papers written by other students or pur​chased from firms offering "term paper assistance" 

· Ready-made papers that are found on the Internet

· Resubmitting a paper that you wrote for another class

· Intentionally copying passages verbatim or rephrasing long sections of articles without acknowledging sources 

Students fail to realize that ex​perienced readers, such as college instructors, can in​variably detect changes in prose style and levels of ex​pertise on a topic. Even if such examples occur unintentionally because of careless notetaking, severe penalties can be imposed. Of all the things that may detract from the quality of a piece of writing, plagia​rism is the most serious fault. It is a form of intellec​tual and academic dishonesty. Research depends on the borrowing of material, but it is in the process of analyzing it, synthesizing it, and reshaping it into your own perspective that learning is advanced, both for yourself and for the academic community at large. Pla​giarism defeats the whole purpose of your education and ultimately undermines the advancement of learn​ing in the broadest sense. No college or university tol​erates it, and most instructors will fail students who practice it.

What are the differences among summarizing, paraphrasing, and quoting?

These three ways of incorporating other writers' work into your own writing differ according to the closeness of your writing to the source writing. 

· Summarizing involves stating the major concepts from source material in your own vocabulary and sentence style, omitting much of the detail of the origi​nal only including the main point(s). It is necessary to attribute summarized ideas to the original source. Summaries are significantly shorter than the original and take a broad overview of the source material. 

· Paraphrasing involves putting a passage from source material into your own words. A paraphrase must also be attributed to the original source. Paraphrased material is usually shorter than the original passage, taking a somewhat broader segment of the source and condensing it slightly. 

· Quotations must be identical to the original, using a narrow segment of the source. They must match the source document word for word and must be attributed to the original author. 

Why use summaries, paraphrases, and quotations?

Quotations, paraphrases, and summaries serve many purposes. You might use them to: 

· add credibility to your writing 

· give examples of several points of view on a subject 

· call attention to a position that you wish to agree or disagree with 

· highlight a particularly striking phrase, sentence, or passage by quoting the original 

· expand the breadth or depth of your writing
What is the Content of any Academic Book?

All academic books have many parts:
· The book cover has the title of the book and the name(s) of the author(s). It sometimes contains the name of the publishing company and the edition of the book.  
· Edition or Reprint are two words with different implications. Edition (2nd edition, 3rd edition, etc.) indicates a source has been revised or updated to reflect changes in knowledge, omissions, or just harmonizes with its intended reader's needs. Reprint usually indicates that the work has become a standard source in the area.
· Author Some books include some information about the author somewhere in the book. Other times, you may need to consult another resource to get background information on the author. Sometimes it helps to search the author's name in a general web search engine like 'Google'.

· The title page of a book has the title of the book, the name(s) of the author(s), and information about when and where the book was published (You will find the date next to the symbol: © and the city of publication under it). 
· The table of contents has the names of the chapters of the book, the sub-heading, and the page number where each chapter/sub-heading begins. 
· The glossary of a book will give meanings to words used in the book and is usually located at the end of the book (this is not found in all books by the way). 
· The index of a book you will find a listing of each topic in the book, names of people, maps in the book, or any other information in the book listed here with their page numbers. This listing is usually in alphabetical order with a page number where you can find the information you are looking for. 
· Appendix is a collection of supplementary material (i.e. graphs, figures, etc.) usually at the end of a book.

Most of the information on this handout was adapted from: Clines, R. H., & Cobb, E. R. (2006). Research writing simplified: A documentation guide. (5th ed.). New York: Longman.
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