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Punctuating direct quotations

 1. Put quotation marks around information that you copy word for word 

from a source. Do not use quotation marks with paraphrases, summaries, or

indirect quotations. 

 2. Normally, place commas (and periods) before the first mark and also 

before the second mark in a pair of quotation marks. 

 Example:

 According to Sports Illustrated, "Eliminating drug use from Olympic sports

would be no small challenge." 
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 There are two important exceptions: 

 If you insert only a few quoted words into your own sentence, don't use

commas. 

 Example:

 Charles Yesalis believes that "a large percentage" of athletes who have set

new records have done so with the help of performance-enhancing drugs

(qtd. in Herper, par. 6 ). 

 When you add an in-text citation after a quotation, put the period after the

closing parenthesis mark. 

 Example:

 The Institute of Global Ethics warns, "The Olympics could well become

just another money-drenched media promotion in which contestants will

be motivated less by athletic glory than by lucrative future contracts"

(Kidder, par. 7).
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 3. Capitalize the first word of the quotation as well as the first word of the
sentence.



Dr. Donald Catlin, director of a drug-testing lab eat UCLA, stated, "The
sophisticated athlete who wants to take drugs has switched to things we
can't test for" (qtd. in Bamberger and Yaeger 62). 

 4. If you break a quoted sentence into two parts, enclose both parts in
quotation marks and separate the parts with commas. Capitalize only the
first word of the sentence.



"The sophisticated athlete who wants to take drugs," stated Dr. Donald Catlin,
director of a drug-testing lab at UCLA, "has switched to things we can't test for" 
(qtd. in Bamberger and Yaeger 62). 
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 5. If you omit words, use an ellipsis (three spaced periods).

 According to a 1997 article in Sports Illustrated, "The use of steroids …
has spread to almost every sport, from major league baseball to college
basketball to high school football" (Bamberger and Yaeger 62). 

 6. If you add words, put square brackets around the words you have added.

 One athlete declared, "The testers know that the [drug] gurus are smarter than 
they are" (qtd. in Bamberger and Yaeger 62). 

 7. Use single quotation marks to enclose a quotation within a quotation. 



A young athlete openly admitted, "My ethical inner voice tells me, 'Don't use
drugs,' but my competitive inner voice says, 'You can't win if you don't'"
(Jones) 
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 If your quotation is four lines or longer, do not use quotation marks.

Introduce this type of quotation with a colon and indent it one inch from

the left-hand margin.
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Indirect quotations

 In indirect quotations, the speaker's or writer's words are reported indirectly, 

without quotation marks. For this reason, indirect quotations are sometimes 

called reported speech. Indirect quotations are introduced by the same 

reporting verbs used for direct quotations. The tense of verbs in indirect 

quotations is affected by the tense of the reporting verb. 
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 There are three exceptions: 

 • When the reporting verb is simple present, present perfect, or future, the
verb tense in the quotation does not change.
He says, "I can finish it today."
He says that he can finish it today.



• When the reporting phrase is according to, the verb tense does not 
change.
The lawyer said, "My client is innocent."
According to the lawyer, his client is innocent.



• When the quoted information is a fact or a general truth, the verb tense 
in the quotation does not change.
He said, "Water boils at a lower temperature in the mountains."
He said that water boils at a lower temperature in the mountains. 
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Statistics

 Like quotations, statistics are good supporting details. 

 Study the graph and then read the paragraph that uses data from it. 
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Review

 These are the important points covered in this chapter:

1. In academic writing, you are expected to use information from outside
sources to support your ideas. Keep in mind that the U.S. system of
education values students' original thinking and writing. Use outside
sources to support your own ideas. Don't write a paper that contains only
the ideas of others.
2. Search for specific supporting details in the library or on the Internet.
• Direct quotations: Repeat the writer's or speaker's exact words, and place
them inside quotation marks.
• Indirect quotations: Report the author's words, making changes in
pronouns and verb tenses as necessary. Do not use quotation marks.
• Use appropriate statistics to support your points.
3. Don't just drop a quotation or a statistic into your paper. Make the
connection between the borrowed information and your idea clear.
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Writing an essay

From paragraph to essay

 An essay is a piece of writing which consists of several paragraphs.

 It is about one topic, just as a paragraph is. 

 However, because the topic of an essay is too complex to discuss in one 
paragraph, you need to divide it into several paragraphs, one for each major
point. 

 Then you need to tie the paragraphs together by adding an introduction and a 
conclusion. 

 The principles of organization are the same for both, so if you can write
a good paragraph, you can write a good essay. 
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The three parts of an essay

 An essay has three main parts: an introduction (introductory paragraph), a 
body (at least one, but usually two or more paragraphs), and a conclusion 
(concluding paragraph). 

 An essay introduction consists of two parts: a few general statements to
attract your reader's attention and a thesis statement to state the main idea of 
the essay.

 A thesis statement for an essay is like a topic sentence for a paragraph: It
names the specific topic and gives the reader a general idea of the contents of 
the essay. 

 The body consists of one or more paragraphs. Each paragraph develops
a subdivision of the topic, so the number of paragraphs in the body will vary 
with the number of subdivisions or subtopics. 

 The conclusion, like the concluding sentence in a paragraph, is a summary or 
review of the main points discussed in the body. 

 An essay has unity and coherence, just as a paragraph does. 
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The Introductory Paragraph

 An introductory paragraph has two parts, general statements and the thesis 
statement. 

 General statements

• introduce the general topic of the essay.
• capture the reader's interest. 

 The thesis statement

• states the specific topic.
• may list subtopics or subdivisions of the main topic or subtopics.
• may indicate the pattern of organization of the essay.
• is normally the last sentence in the introductory paragraph. 
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 The general statements in the introductory paragraph of the model

essay introduce the topic. The first sentence is about the arrival of 

Europeans and their encounter with new cultures. The next sentence points 

out that there were large differences between European and Native 

Americans. The next two sentences say that two-way cultural exchange 

happened, but the direction of the exchange and the

specific items are not identified. 
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 The thesis statement is specific; it gives the direction of the exchange 

(Native American influences on modern u.s. culture) and lists the subtopics 

(language, art, food, and government) 
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Funnel introduction

 This introduction is so called because it is shaped like a funnel-wide at the 

top and narrow at the bottom. It begins with one or two very general 

sentences about the topic. Each subsequent sentence becomes 

increasingly focused on the topic. 
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Thesis statement

 The thesis statement is the most important sentence in the introduction.

 1. It states the specific topic of the essay.

Native Americans have made many valuable contributions to modern U.S.

culture.

Young people in my culture have less freedom than young people in the

United States.

The large movement of people from rural to urban areas has major effects

on cities.
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2. Sometimes a thesis statement lists the subtopics that will be discussed in the 

body.

Native Americans have made many valuable contributions to modern U.S.

culture, particularly in the areas of language, art, food, and government.

Young people in my culture have less freedom than young people in the

United States in their choice of where they live, whom they marry, and what

their job is.

The large movement of people from rural to urban areas has major effects on

a city's ability to provide housing, employment, and adequate sanitation

services.
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 3. Sometimes a thesis statement also indicates the pattern of organization 

that the essay will follow. Which of the following thesis statements indicates 

chronological order? Logical division of ideas? Comparison/contrast?

When buying a used car, use these four strategies to get the best price.

There are several differences between a nurse practitioner and a 

physician's assistant.

My best friend and I spent an entire summer constructing a tree house in 

my grandmother's old apple tree.
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Practice

 Study these thesis statements from two different essays on the topic of the

status of women in Xanadu, an imaginary country. One of the essays uses a

comparison/contrast pattern, the other a time sequence (chronological 

order) pattern. Which statement indicates which pattern? 

 1. Beginning in World War II and continuing through the period of economic

boom, the status of women in Xanadu has changed remarkably.

Pattern of organization: _

2. Although the status of women in Xanadu has improved remarkably in

recent years, it is still very low when compared to the status of women in

the countries of the industrial world.

Pattern of organization: _
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Practice 2

 In each of the following two thesis statements, both the method of 

organization and the major subdivisions of the topic are indicated. How 

many paragraphs will the body of each essay probably contain? 

 1. The status of women in Xanadu has changed remarkably in recent years

due to increased educational opportunities and changes in the country's 

laws.

Probable number of body paragraphs: __

2. The status of women in Xanadu has improved remarkably in recent years

in the areas of economic independence, political rights, educational

opportunities, and social status.

Probable number of body paragraphs: __ 
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