
 

  

PRACTICAL TASKS 
Managing the Revision Process 

Regina Y. Favors, Online Lessons Developer, Favors Writing Center 
www.favorswritingcenter.com 

Managing for Use of Supporting Evidence 
This lesson module explores practical tasks for managing the revision process in first-year 

composition courses. It reviews feedback comments and revision considerations. The lesson 

focuses primarily on revising for use of supporting evidence within the second draft. It explores 

quote integration and explication within the composition paper. 
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Practical Tasks  
 

Overview 

 

The feedback comments within this lesson module fall under the second draft process for 

supporting evidence. Students often write without planning. Students may also write with some 

form of planning. However, it is hard to prepare for those areas of the paper that require 

additional planning and preparation.  

 

Understanding a literary work requires more than a skim of the passage. You must read the work 

for understanding. When an instructor writes “Explicate the Quote,” this means that integration 

of a quote needs full development, which includes creating a prep statement, integrating the 

quote according to prescribed citation-referencing standards, and responding to the quote with a 

follow-up statement. Integrating quotes requires skill. The development of writing skill always 

requires further attention on the literary work, the writing strategy, and the adherence to the 

assignment. 

 

Revising a second draft will require returning to review the assignment sheet/instructions, 

reviewing the instructor’s feedback, and deciding when and what to delete to make the paper and 

the ideas within it effective. This lesson module is an extended discussion for revising supporting 

evidence.  

 

Consider the feedback comments within this practical task lesson as useful for honing your 

ability and skill to represent integrated quotes appropriately and accurately within the second 

draft.  

 

Learning Objectives 

By the end of this lesson, students will be able to do the following: 

• Review the second draft for issues with use of supporting evidence. 

• Review the second draft for issues with quote integration. 

• Apply the instructor’s feedback 

• Design a revision plan. 

 

Feedback Comments 

 

The following represent feedback comments in this lesson module: 

 

• Cite a Source/Plagiarism 

• Don’t Quote Without Context 

• Explicate the Quote 

• Explain Why This is Significant 

• Good Use of Quote 

• Grammar 
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• Inaccurate 

• Incomplete 

• Introduce the Quote 

• Misquoting the Evidence 

• Not a Theme In 

• Overdependence on Quotes 

• Plagiarism 

• Too Close to the Original 
 

Tools You Will Need 

 

You will need your second draft (graded/not graded, in progress). 

You will need the quotes appropriate for your draft. 

Instructor feedback 
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2.32. Cite a Source/Plagiarism 
 

Each person is defined separately and distinctly by a fingerprint (and by DNA).  

 

Your fingerprint tells us who you are and where you have been. Your fingerprint is similar to a 

hand signature. For example, everyone has a signature, a way of writing their name. No two 

people write their names in the same way. Hand specialists study signature patterns and they 

have methods for determining the difference between one signature and another. This is a 

general assessment on the topic of hand signatures. Let’s consider a particular context: academic 

writing.  

 

Your writing style represents your signature.  

 

In the same way that everyone has a hand signature, everyone also has a writing signature. In 

other words, each student has a certain way of analyzing a literary work and writing the 

academic paper. A student’s paper reflects their personal understanding of the literary work. It is 

easy for professors to catch cheaters on exams because no two people write, or analyze, in the 

same way. You and your friend may study together, but it is very easy to tell when the both of 

you have worked together on a paper. You can switch the wording around and the paragraphs, 

but the signature of one will surface over another. In essence, a professor can always tell which 

one of you has written the paper and which one has copied from the other.  

 

This same example applies to the authors you cite for your papers. They have a specific 

signature, a craft and skill that they have developed over the years. They are known by their skill 

(i.e., This is Hegelian, Wordsworthian, etc.). Therefore, when your professor recognizes a 

signature within your papers that is not yours, he or she will tell you to cite a source to prevent 

plagiarism.  

 

The comment “Cite a Source” can mean two things.  

 

1) One, if you have placed the quotation marks around the quote, then you are not in danger of 

plagiarism; instead, you might have just forgotten to place the author’s name and page number in 

parenthesis. Of course, if you knowingly and willingly refuse to put the name and page number 

in parenthesis, then the presence of plagiarism may exist.  

 

2) Two, the comment, usually in the words of “this is too close to the original” and “you are in 

danger of plagiarism,” is in reference to the lack of quotes around a group of words your 

professor already knows are not your own, not your own signature.   

 

Revision Consideration 

 

The best solution to revising papers where plagiarism exists is to cultivate your own signature 

and maintain and respect the standards of others who have cultivated their signature. It is always 

safe, honest, and respectful to tradition to give credit to the previous author. The implication in 

this comment is to allow time for proofreading and revision planning. Good proofreading 
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prevents the potential of plagiarism. For extended explanations, see also the comments “2.45. 

Too Close to the Original” within this practical task.  

 

2.33. Don’t Quote Without Context 
 

Authors create their works not to be aesthetically pleasing or to arouse the senses in any way, but 

they do so from memory, experiences, and lessons learned.  

 

No author creates a work of art without first struggling with an issue, enduring an issue, and 

overcoming an issue. Most of what you read, the author’s labor, comes from a place within an 

author that is sensitive. The author’s final product, the work itself, reflects his or her 

vulnerabilities, thoughts, emotions, feelings, attitudes, and perspectives as he or she sees the 

world. In addition, most of what an author writes are predicated on the surrounding environment 

in which he or she lives (and has lived).  

 

Therefore, when you approach an author’s work you are not just approaching a name on the page 

or just a title. You are approaching a title that has suffered through many revisions. You are 

approaching a work that is the result of tireless effort, labor, doubt, many nights of crying, 

sickness, pain, family obligations; the influence of social standing, social classifications, race, 

being a man, being a woman; and the going back and forth mentally about “who” will be the 

main character, “what” will be the main character’s problem, to “whom” will the main character 

relate in the story, “why” will the main character do this and not this, “how” will the main 

character do this and not this,” and “in what way” and “for what reason” the main character will 

do this and not this.   

 

All these elements represent the beginning of your task to understand an author’s work. On your 

list of things to do, you still need to figure out the year of composition, what time period the 

work falls under; who the author has befriended in his days of writing; if the author has any other 

works; what connection those works have to the one you are currently analyzing; and what 

motivated the author to sit down, discipline himself, and endure the task of writing. All of what 

you have just read is “context.”  

 

Therefore, when you quote, be careful to know the context behind the quote you want to use. 

Apply these contexts within your paper, preferably near (before or after) the quote you plan to 

incorporate. 

 

2.34. Explicate the Quote 
 

“Tell me the truth!” You can hear your mother saying these words, or even Tom Cruise saying 

the equivalent of this to Jack Nicholson. When your mother says these words, she wants you to 

tell her the whole truth. Do not leave anything out, regardless of if you believe it is vital to the 
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story or just some small bit of nothing. She wants you to let her decide before she hands down 

your punishment.   

 

“Explicate the Quote” means tell the “whole” truth. Do not leave anything out. Do not leave 

anything implied. In the following sample excerpt (Figure 29), the student does not explicate the 

indented quote. Instead, within the analysis, the student just incorporates a quote and begins in 

the next paragraph discussing some other issue in De Quincey’s work about the Malay. 

 

When you receive an assignment that involves analyzing a work of literature, everything in that 

work is already implied. The work is full of implications and inferences, connotations and 

denotations. Your job, as the writer, is to bring what’s hidden to light so we, as readers, can see 

the hidden.  

 

Unless you help us to understand the hidden textual meanings of the author’s work, we will not 

know anything about what the author stands for, his motivations for writing the piece, and his 

purpose. Leave nothing implied during the process of analysis. Explicate the quote. Make it plain 

for us to understand. Only after this can you move forward into discussing other ideas and 

messages evoked from the text.  

 

Let’s read the excerpt. 
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Sample Excerpt 

 

De Quincey now through the opium is having nightmarish dreams.  

He refers to the Malay as a fearful enemy (456).  He asserts that if 

he should ever have to leave England and live in China, among their 

manners and modes of life and scenery, he shall go mad (456).  In 

this dream, his journey of prejudice leads him to make several more 

references to the Chinese (Oriental): 

 

A young Chinese seems to me an antediluvian man renewed 

. . . man is a weed in those regions (Asia) . . . I am terrified 

by the modes of life, by the manner  . .  . and want of 

sympathy placed between us by feelings deeper than I can 

analyze.  I could sooner live with lunatics or brute animals. . 

. . (456) 

 

De Quincey resolves his nightmares by offering the reader a slight 

abstraction of the Oriental dreams.  Before, the dreams had been 

moral and spiritual terrors, but now the main agents were ugly birds, 

or snakes or crocodiles, especially the last; “The cursed crocodile 

became to me the object of more horror than almost all the rest” 

(457).  
Figure 29: Essay Excerpt on De Quincey, “Confessions of an English Opium-Eater,” Thomas De 

Quincey 

 

 

Revision Consideration 

 

When designing a revision plan, always consider the importance of 

fully explicating the quote. This requires that you understand the 

quote before you can explain it to the reader.  

 

Explanations take the form of lecture discussions. Professors 

provide the canonical thought on literary works and specific quoted 

text. In addition, reviewing critical works on the literary work also 

represents the canonical standard. The views of literary scholars 

have been peer-reviewed and accepted within the discipline.  

 

Lastly, be sure any statement you create before the integrated quote 

and any statement you make after it corresponds to the quote and 

supports the larger purpose for writing.  

 

Lastly, do not leave the quote alone without adding quotation marks 

because without the proper formatting, it is considered plagiarism. 

Do your best to ensure that you have addressed the quote to its 

fullest extent before moving on to the next quote and/or idea.  
 

Questions 

1) What does “antediluvian” 

mean? 2) Of what “modes of 

life” is De Quincey terrified? 

3) What is the manner of 

sympathy? What is the want of 

sympathy? What is the 

difference between the two? 

4) Why does De Quincey want 

to live with lunatics or brute 

animals? 

Here: In the space after the 

quote, analyze the quote 

before moving forward into 

other discussions of De 

Quincey’s work.  

Suggestions 

Develop a line-by-line analysis 

of the quote. Note the 

structure of the sentences and 

the author’s attitude. 
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2.35. Explain Why This is Significant 
 

What is the purpose of looking for a job? Is it to get a job? What is the purpose of getting a job?  

Is it to gain more skills (and to have a job)? What is the purpose of gaining more skills? Is it to 

be developed in a certain job field (and to have a job)? 

 

We can keep going with the questions, but more questions are not necessary to outline what 

“Explain Why This is Significant” means. If you present one idea in your paper but do not 

discuss how the one idea fits overall into the scheme of your paper, then you undoubtedly will 

receive the above comment.  

 

Always ask this question: What’s the purpose of “this” here in “this” paragraph or section? Why 

do I need “this” here? Can the paragraph function without “this”? In other words, what is so 

significant about “this”?  

 

Yes, be dramatic and add “so.”  

 

Pretend you are asking someone else why he or she thinks one thing is important and do so in a 

fashion that is indicative of you challenging what your friend has to offer. Then you will be able 

to answer your own question. If you cannot answer why, then consider removing that idea, 

quote, or statement from a body paragraph.  

 

However, if you believe it is significant enough to include, then you must also believe that it is 

significant enough to explain. 

 

2.36. Good Use of Quote 
 

There is a difference between the proper use of something and the improper use, or abuse, of 

something.  

 

For example, mothers love to put their children to good use, which always means that the 

children must set aside the video game to do housework, such as taking out the trash and 

washing the dishes. These are all good character-building activities children need to help them 

grow emotionally and psychologically. Parents demonstrate the concept of “responsibility” and 

the value of “hard work.” However, using children to do heavy, labor-intensive tasks is illegal 

because children are not slaves.  

 

Here are additional examples.   

 

A tool that sits in the toolbox is just an instrument to use, but it is not useful until someone 

comes by, picks up the tool, and begins to use it for its intended purpose. A person who works 

for a company is an instrument, but when an employer puts the person to work, then the person 

becomes an employee; the person becomes useful. However, using an employee beyond the 
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scope of company policy and laws that govern employee rights is illegal also because employees 

are not slaves.  

 

A quote that lies on a page within a book is just a sentence(s) without quotation marks. Its only 

use is to fill the page with words that are representative of ideas, perspectives, and ideology. 

When you incorporate the quote into your paper, by placing quotation marks around its 

beginning and ending, then the quote becomes useful.  

 

However, as much as the quote is important and may possibly have some significance to your 

paper, it is important not to abuse the quote. The way you abuse a quote is by 1) leaving off the 

quotation marks, 2) changing its elements to the point that the process disturbs the original 

meaning of the author, and by 3) forgetting to cite verifiable referencing information.  

 

When you receive the comment “Good Use of Quote,” your professor is saying one of many, or 

all, the following things to you:   

 

 You have properly used the quote. 

 You have observed the rules of citation. 

 The quote is suitable within a certain paragraph, and it fits the overall scheme of your 

discussion.   

 The quote is effective (effectively persuasive) within a certain paragraph.   

 The professor likes the quote. In other words, it stimulates the senses and interest. 

 The quote is connected to the subject matter. 

 

Always remember that the best way to consider using a quote is to see if it is a match to what 

you are discussing within your paper. If it is not, consider either rebuilding on previous ideas 

within your “analysis” or using a more appropriate quote.  

 

Using the wrong quote within your papers is similar to using the wrong tool from a toolbox. 

 

2.37. Grammar 
 

Grammar is an integral part to your papers and to your whole life.  

 

Grammar involves a body of rules concerning the form and structure of sentences. Letters make 

words. Words make sentences. Sentences develop into paragraphs. Paragraphs form the structure 

of an academic paper.  

 

If you do not have a firm understanding of all grammar concepts, especially those that concern 

the use of commas, semicolons, conjunctions, subject-verb agreement, verb tense, prepositions, 

nouns, adjectives, verbs, and adverbs, which are the foundation, then you will have problems 

creating a complete thought within your papers.   
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Oftentimes, your professor will write the word “grammar” in the margins as an indication that 

there is a larger issue with your grammar and that you need to refresh your memory about certain 

concepts. In addition, your professor will use proofreading marks such as CS for comma splice, 

Tense or Shift for when you shift the tense of verbs within a paragraph, and an underline mark 

under a subject and verb to highlight that your subject and verb do not agree.   

 

Grammar is necessary. It is important that you understand the nature of a noun, the verb and its 

many tenses, and the function of a preposition. You must also understand the arrangement of 

words and phrases. Without an understanding of the basic principles concerning the construction 

of sentences, knowledge gained typically during K-12 education, you will not be able to 

comprehend the functions of all elements within complex sentences created at higher academic 

levels. 

 

Your paper overall can be largely good, but the grammar problems will be distracting to the 

professor grading it. Grammar issues can change a B+ to a C- depending upon what grammar 

issues are most prevalent. If you do not understand basic subject and verb agreement, or you shift 

tenses within a sentence or paragraph, expect the above illustration to apply as an indication of 

where you may stand with your professor.   

 

The best prevention method is to allow a day for proofreading these issues in addition to the 

other one or more days you dedicate for revision. Take each line one-by-one and examine each 

sentence. For an example on how to approach proofreading your paper see Figure 40. Favors 

Quick Self-Proofreading Checklist under the comment “3.6. Proofreading.” This feedback 

comment is located under the “Third Draft” tab. 

 

2.38. Inaccurate 
 

The comment “Inaccurate” can refer to two issues: 1) reference to data you use to support a 

certain point, and/or 2) reference to a point you make within the analysis of your paper. 

 

In the first instance, facts, research data, and other related source information bombard 

journalists every day. It is important to a journalist and the company in the business of selling 

news to be accurate, to get the story and get the story right through the proper means.  

 

Similarly, the objectives of a student involve the work of properly citing sources. If the citation 

information is incorrect, the professor has no real way of backtracking to find out if a statistic is 

accurate.  

 

Therefore, it is important to create notes either on an index card with the bibliographic 

information on the reverse or create a bibliography within a separate Microsoft Word document. 

This way if you are ever asked to supply the information, you will have the support on a backup 

disk or Microsoft Word document to add credibility to your paper. This is the professor’s 

application of “Inaccurate” on a basic level.  
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Regarding the second instance, in your papers you will make many points about a particular 

work. You may suggest that “Faulkner has failed to confront his ambivalence with social 

marginality in the South” as a primary thesis for a longer paper. This is an assumption on your 

part unless you can find data that supports the statement and data that includes references to 

Faulkner’s words. Any word other than Faulkner’s own words represents an assumption within 

your paper.  

 

Although this is just an assumption, it is possible to be wrong or to be far from the truth. In the 

case of Faulkner, he, in fact, does confront his ambivalence toward social marginality. He uses 

the book, the novel, as a medium, so the assumption above is inaccurate in the sense that you, as 

the student, have not really proved with credible and verifiable data that Faulkner believes what 

you assume. In this case, your assumption is inaccurate because if you can find or develop a 

contradiction (i.e., the novel as medium for Faulkner to express his views), then the assumption 

you make or points you attempt to convey are inaccurate.   

 

 

Revision Considerations 

 

You must correct those areas of your paper that are inaccurate.  

 

Your revision objective here is to revise all those sentences and statements that “misrepresent” 

the ideas of the author. Therefore, here are a few suggestions:  

 

1) First, when analyzing a work, immediately separate the textual evidence (the quotes) you want 

to use within your paper.  

 

2) Second, develop a thesis.      

 

3) Third, develop three reasons why you believe in the thesis you have constructed. These 

reasons will serve as the topic sentences of your body paragraphs. Examine your topic sentences 

and ask yourself what point you want to make in terms of supporting the thesis and anchoring the 

paper.  

 

4) Then “analyze” the quotes. What does the quote evoke in a direct sentence, without your 

added assumptions? What are its implications? What relevance does it have either within a 

paragraph or in terms of the whole text?  

 

5) Determine who says what to whom for what reason.  

 

Following these steps will help you both improve the accuracy (and credibility) of your paper 

and at the same time adhere closely to the standards of the canon. 
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2.39. Incomplete 
 

The comment “Incomplete” may refer to two issues within your paper: 1) reference to the pattern 

of a sentence, and/or 2) reference to the need for more analysis within either a certain passage or 

the whole paper.  

 

In terms of reference to the pattern of a sentence, an 

independent clause represents a complete sentence. 

However, a complete sentence does not necessarily 

represent a complete thought. Examine the following two 

examples. 

 

Jane likes to go to the store. Complete sentence 

 

This is a complete sentence. The sentence informs us of 

Jane’s habits and preferences. Jane is the subject of the 

sentence, and we know clearly what she does (“likes”), 

but the sentence alone does not answer “why.”   

 

Therefore, let’s add a dependent clause to the independent clause.  

 

A dependent clause is defined in terms of when a subordinating conjunction is placed in front of 

an independent clause, such as “because” in the following sentence. Keep in mind that a 

dependent clause is not self-sustaining or self-sufficient. It is similar to a physical baby. It needs 

an independent clause to function fully as a complete thought. Let’s add a subordinating 

conjunction to the sentence.  

                       Dependent Clause 

Jane likes to go to the store because she loves to buy cookies. Complete thought 

 

Now the sentence functions both as a complete sentence and a complete thought.  

 

This sentence is an independent clause that houses a dependent clause within it. To better 

understand an independent clause, think about the clause realistically in terms of an unmarried, 

single man or woman, without a child. This kind of person gets up freely and leaves the house 

freely. He or she does not have to worry about extra family responsibilities.  

 

Likewise, the independent clause is self-sufficient, self-sustaining, and self-functioning in every 

meaning of the word. Even though the first sentence does not represent a complete thought, it is 

still self-sufficient because it is a complete sentence. 

 

Therefore, a complete thought evokes a similar meaning to the term “independent clause,” but 

both terms are not definably the same. A complete thought is self-sufficient, self-sustaining, and 

self-functioning when a dependent clause is present.  

 

Independent clause  

 

+ dependent clause  

__________________ 

= Complete Thought 
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Revision Consideration 

 

The best way to revise an incomplete sentence is to understand the subject of the sentence and 

understand what you want the subject to do—how, when, where, and in what way.  

 

When questions arise as to your inability to analyze a piece of work, or your analysis lacks 

further elaboration on the subject, these questions involve the professor’s perception of your 

inability to complete a thought.  

 

For example, oftentimes you will make a point or incorporate a quote and forget to follow 

through with an analysis. The thought you are attempting to convey in one paragraph, without a 

thorough analysis, represents an incomplete thought within this section of your paper.  

 

Therefore, one method for revising an incomplete thought, in terms of a lack of analysis, is to 

speak the sentence aloud. The same way you say it will be the same way you write it. We tend to 

fill in the gaps when we speak words and sentences aloud. We notice the gaps in the grammar 

and revise accordingly.  

 

Another method for revising an incomplete thought is to separate the sentences you want to 

revise from the body paragraph. Evaluate each sentence. Determine what more you can suggest 

about a particular thought you are conveying. If you have a simple sentence without a 

subordinating conjunction, then add a dependent clause to ensure the thought is complete.  

 

Adding a dependent clause will help you answer why, what, when, where, how, and in what way. 

In essence, the true purpose of a dependent clause is to help you complete a thought. This is 

important to understand because your professor will undoubtedly write in the margins “much 

more could be said here” for those sections of your analysis that lack extensive explanation.  

 

Just keep in mind as you revise the sentences of your analysis that a dependent clause is not a 

complete sentence. Therefore, it cannot also reflect a complete thought. For more help, reread the 

comment “2.38. Inaccurate” and use the method demonstrated beginning with the sentence 

“When analyzing a work. . . .”  

 

For an extended explanation, see also the comment “2.61. Follow-Up/Follow-Through 

(Good/Perfect).” The comment is housed within the Practical Task: Managing for Use of 

Supporting Evidence, Revising Transitions under the “Second Draft” tab. 

 

2.40. Introduce the Quote 
 

Hi. My name is Regina Y. Favors. I am a college graduate of San Diego State University. My 

major in college was English. I graduated with both a B.A. and an M.A. in the major. I taught 

English as a Second Language at Richland College, in Dallas, Texas. I started the position in 

January 2007. 
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I just told you 12 things about me. I introduced you to the following: 

 

1) to my name,  

2) to the fact that I am a college graduate,  

3) to the college from which I graduated,  

4) to my major in college,  

5) to my B.A. degree,  

6) to my M.A. degree,  

7) to the fact that I teach,  

8) to what I taught,  

9) to where I used to teach,  

10) to the city I live in,  

11) to the state I live in, and  

12) to when I started my previous teaching position.  

 

Now you know some things about me.  

 

This information is new to you. You have never met me. You did not know this information 

before I just told you. In other words, you have just been introduced to new information. You (as 

reader) and I are not friends and by reading these things about me, you have also just introduced 

yourself to this new information.  

 

This is a simplistic introduction to this comment, but it is satisfactory for the moment. However, 

to add further to this comment, we will use two types of sources:  

 

1) an excerpt from W.E.B. Du Bois’s work The Souls of Black Folk and  

2) an excerpt from my graduate student paper entitled “Collaborative Perceptions: A ‘Work’ in 

Progress.”  

 

I have changed or added some wording within the sources for the purpose of illustrating the 

different methods of introducing a quote. I will use all or some portions of the following excerpt 

from Du Bois’s work within each discussion. I have italicized it here for visual purposes. 

 

After the Egyptian and Indian, the Greek and Roman, the Teuton and Mongolian, the 

Negro is a sort of seventh son, born with a veil, and gifted with second-sight in this 

American world,—a world which yields him no true self-consciousness, but only lets him 

see himself through the revelation of the other world.  It is a peculiar sensation, this 

double-consciousness, this sense of always looking at one’s self through the eyes of 

others, of measuring one’s soul by the tape of a world that looks on in amused contempt 

and pity. On ever feels his two-ness,—an American, a Negro; two souls, two thoughts, 

two unreconciled strivings; two warring ideals in one dark body, whose dogged strength 

alone keeps it from being torn asunder. (Du Bois) 

 

Keep in mind that this comment is not definitive advice concerning the various ways of citing a 

parenthetical source. Refer to the standard manual that your professor requires you to use (i.e., 

APA, MLA, Chicago Style Manual, etc.) for more information on bibliographic and 
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parenthetical citations. This comment only represents an explanation of “common” problems and 

an explanation of what your professors typically mean when it comes to introducing quotes 

within your academic papers. This comment and the examples provided conform to the standards 

of MLA in terms of basic principles.  

 

Therefore, when you typically introduce a quote, and you are using MLA, keep in mind these 

four things as a method for determining how best to present the material accurately within your 

essays.  

 

1. What’s Your Name? 

2. What’s the Change? 

3. This is my first time. 

4. What’s Next? 

 

Let’s discuss each method. 

 

 

1. What’s Your Name? 

 

Introduce a quote in the same way that you would introduce yourself to another person.  

 

The person you are introducing yourself to does not know you and does not know your name or 

who you are. To the other person you are new. Therefore, make certain to introduce context-

specific information.  

 

For example, suppose you enroll in an English evening section. The class allows a 10-minute 

break because it is two hours and forty minutes. During these 10 minutes, you decide to step 

outside and smoke a cigarette. You see another person outside smoking too. Before you get into 

a personal conversation about the teacher of your class, make sure that the other person you are 

talking to is not the teacher’s son!  

 

In other words, introduce context-specific information before delving deeper into the subject 

matter of your paper.  

 

Key #1 

 

If your thesis agrees with a quote that you want to incorporate into your paper, then introduce the 

quote in such a way that the reader understands the information you are incorporating is new to 

you as the author of the paper and to the paper itself.  

 

You should never summarize or paraphrase information into a sentence you have developed 

without a clear indication to the reader that certain words or group of phrases belong to another 

person. If the information is new to you, then it must be new to the reader also. The reader needs 

to know the difference between you (your thoughts) and the new information, so present the 
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information in such a way that assures your reader that you can present new information 

accurately.  

 

In addition, describe the type of information to the reader. For example, does the quote represent 

an opposition to your analysis or an opposition to the thesis? Does the quote support your 

analysis or support your thesis? These are questions you must answer as you consider 

incorporating quotes. Examine the following excerpt from the graduate paper previously 

mentioned.   

 

Particularly, Ernest Allen explores the role of the “blackacademic,” who continues the 

tradition of imposing racial criteria onto Du Bois’s concept.  He attempts to divide 

prevailing thought while simultaneously reexamining Du Bois’s perspective.  Allen’s 

article, “Du Boisian Double Consciousness:  The Unsustainable Argument” (2003) 

explores the general pattern of “blackacademics” and their misreadings of “The Souls of 

Black Folk,” particularly the famous epigraph, projecting their interpretations of Du 

Bois’s motivation for shaping the nineteenth-century construct.  Allen places before him 

the famous epigraph to mull over its elements and concludes that “blackacademics” focus 

primarily on certain words and phrases.  Such phrases include the sentence “It is a 

peculiar sensation, this double-consciousness, this sense of always looking at one’s self 

through the eyes of others, of measuring one’s soul by the tape of a world that looks on in 

amused contempt and pity” (Du Bois).   

 

First, with this excerpt we have provided you with two significant things.  

 

We have introduced to you two types of people: Du Bois and Allen. 

 

You know their names. You know who they are. You know their distinctions within the excerpt. 

You know their works and the differences between each author’s work.  

 

We have introduced to you also how the writer (graduate student)“introduces” these two people, 

as 1) supporters of the writer’s thesis and as 2) one person (Allen) supporting another (Du Bois).   

 

The writer presents Allen as supporting Du Bois and as opposing anyone (“blackademics”) who 

tries to redefine Du Bois’s 19th century social perspective. Allen opposes any type of work that 

fails to mirror Du Bois’s scholarly perspectives, any work that attempts to convey through vain 

imaginations something intellectually different from Du Bois’s social stance. We know that 

Allen opposes intellectual work that goes against Du Bois’s perspective because he calls such 

acts “misreadings.”  

 

Therefore, your ability to understand the position of the author of a source you are incorporating 

is crucial to the impact of your essay upon your reader. If you cannot understand who the players 

are and what they believe, your reader will not be able to understand also.   
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2. What’s the Change? 

 

Introduce a quote in the same way you would introduce to someone something you are planning 

to do.  

 

A plan represents something new. A plan is not the same thing as something already done or in 

place. In other words, when you plan, you plan to do something that is not presently done, 

something that is not in a “finished” state. In addition, when you plan, your plan could either 

change something that is already in place or usher in something completely different and new.   

 

Consider this scenario:  

 

Envision a woman who is presently a member of a lower social class. This woman wants so 

much to be a part of another class, a higher class such as the elite. She positions herself closely to 

one member of this type of society in hopes of him noticing her. When he does not notice her, 

she develops another way to get his attention. She goes where he goes. She tries to run into him 

so he can see her.  

 

When all these strategies fail, she uses her brother, for example, as an excuse to see the man she 

is interested in. Both her brother and the man work for the same company. She takes lunch to her 

brother with the purpose in mind of seeing the man. Her hope, subconsciously, is to marry the 

man and marry into the elite class. She wants to change her present condition completely and 

move into another condition.   

 

She is successful. All her attempts to get the eye of the man she is interested in, succeed. She 

gets him. She marries him. In the beginning, she wants him to teach her how to talk like the elite, 

how to act, how to understand the traditions of the elite, what to do when someone says 

something to her, how to let the maid answer the phone, and how to have tea with the other elite 

women. She wants to change to become a representation of the elite class.  

 

What she does not figure out until the end of her life is that she can wear the clothes on the 

outside, learn the speech patterns of the elite, and try to walk as the elite do, but what is inside 

always has a way of coming out, publicly.  

 

For example, the woman’s past lower-class speech has a way of coming out in arguments with 

her husband or through frustration when the elite ladies still do not completely accept her. In 

addition, although she wanted her husband in the beginning to teach her the elite ways, each time 

he tried, she became offended at his way of explaining to her what she should and should not do.  

 

Although she felt as if he did not truly accept her, it was she who wanted him to change her!  

 

The irony here is that even though this type of woman wanted to change, she would not allow 

herself to change completely because she did not let her mind change from her past condition to 

her present condition. She could not fully accept the new because she wanted to live in the old, 

even though she wanted to be new. 
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Key #2 

 

The most important thing to do when you incorporate a quote is to repeat exactly what the author 

has written.  

 

No one appreciates being misquoted. You should never make changes in meaning to a quote. 

Your changes, for example, in verb tense, can change the meaning of a quote drastically. Using a 

present tense verb in your integration when the quote clearly uses a past tense verb can change 

the meaning of a sentence. In other words, your sentence should not begin in present tense if the 

quote is in the past tense (i.e., the woman in Key #1 in the present who cannot fully accept the 

present because she wants to live in the past). 

 

Key #3 

 

When you introduce a quote that will require a change within the quote, make sure that both your 

sentence and the elements of the quote fit.  

 

Your sentence should not start off with one idea and the quote represents a completely different 

idea. You can frame the quote by moving it around within a paragraph, but if the quote does not 

fit, you cannot make it fit. You cannot put on jeans that are three times smaller than your frame. 

You will choke yourself to death! Make only what is supposed to fit, fit.  

 

There are two types of changes you might have to make when integrating a quote within your 

analysis.   

 

 Changes to Meaning: You may have to reconfigure your sentence to meet the standards 

of the quote itself. It is important not to change the meaning of the author’s original 

intention. Stay within the boundaries of the quote.   

 

 Changes to Grammar: You may have to change an element within the quote to meet the 

standards of grammar, which means you might have to change the tense of a verb.  

Changes to grammar may supersede changes to meaning. If such an occasion arises, 

address this issue within your analysis. Announce to the reader that you are going to 

change a grammatical term to fit the overall position of your essay. 

 

 

Both changes are discussed below. 

 

 

Changes to Meaning 

 

It is important to pay close attention to the quote you want to use in your paper. Examine it. 

Analyze it. Pay attention to time markers such as “before,” “after,” and “since.” Time markers 

are not the only words that can change the meaning of a quote. Using ellipses for the purpose of 

omitting material from an original quote could also change the meaning of the author’s original 
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intention or change how the reader perceives the information. In other words, the potential for 

error is always present.  

 

When you leave out certain material, you place a gap in the reader’s comprehension of the 

material you have presented. In Example 1, the writer (student) applies an ellipsis to omit 

elements that are parts of an original quote. In Example 2, we see how much of a difference it 

makes when the student omits important material from a quote.  

 

Example 1 

 

In The Souls of Black Folk, the nineteenth-century Negro “. . . is a sort of seventh son, 

born with a veil, and gifted with second-sight in this American world,—a world which 

yields him no true self-consciousness, but only lets him see himself through the 

revelation of the other world” (Du Bois).   

 

The writer has placed an ellipsis within the sentence. Whenever you see an ellipsis or ellipses 

within a sentence, it is obvious that something is missing, so in the above excerpt, what is 

missing? Why is it missing? Was the original part of this excerpt necessary to keep? Can we 

bring it back and use it for any purpose? To answer this question, we have to explore Example 2 

first. Let’s examine the original quote, without an ellipsis. 

 

Example 2 

 

After the Egyptian and Indian, the Greek and Roman, the Teuton and Mongolian, the 

Negro is a sort of seventh son, born with a veil, and gifted with second-sight in this 

American world,—a world which yields him no true self-consciousness, but only lets him 

see himself through the revelation of the other world.  It is a peculiar sensation, this 

double-consciousness, this sense of always looking at one’s self through the eyes of 

others, of measuring one’s soul by the tape of a world that looks on in amused contempt 

and pity.  On ever feels his two-ness,—an American, a Negro; two souls, two thoughts, 

two unreconciled strivings; two warring ideals in one dark body, whose dogged strength 

alone keeps it from being torn asunder. (Du Bois)  

 

The phrases before “the Negro is a sort of seventh son . . .” are missing from the excerpt of 

Example 1. Before we can begin to address this fact, we still must ask one more question: Are 

these group of phrases necessary for the reader to understand the material as a whole?  

 

To a great extent, yes, the phrases are necessary because the quoted material clearly claims that 

the “Negro” is a sort of seventh son. . . .” If the “Negro” is number seven in line, then who are 

the other six? In addition, who are the “previous six”?  

 

In other words, you may ask the question by just asking who the other six are; however, you 

must also make a clear distinction when asking your question and highlight the fact that the other 

six are really the previous six. Do not forget what the quote suggests. The “Negro” is seventh in 

line. Du Bois positions the “Negro” in his discussion within certain classes of peoples, 

genealogically and socially.    
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Therefore, the application of the ellipsis in Example 1 is misleading because it disturbs the 

meaning. We need the phrases at the beginning of the excerpt in Example 2, in Example 1.  

 

In Example 1, the writer begins with a few phrases before adding the quote. As presented to the 

reader, the information appears to conform to normal MLA standards; and it, in fact, does.  

 

However, you must not merely just conform in terms of meeting your professor’s requirements 

or to the requirements of MLA just for the sake of meeting the requirement. You must also 

examine the information you want to add to your analysis to see if what you want to add (one 

sock) matches to something within your analysis you have already added (another sock).   

 

In other words, you match meanings, viewpoints, perspectives, ideas, and writers and authors 

who think alike. Wherever your viewpoint also agrees with other meanings, viewpoints, 

perspectives, ideas, and writers and authors, you match your sock to their sock(s).   

 

Always make sure that the change you make to a quote does not completely change the nature of 

your analysis. In addition, make sure that the change does not completely change the meaning of 

the material from which you are quoting. Your presentation should stay close and/or represent 

fully the author’s original intention. 

 

Changes to Grammar 

 

Although it is advisable not to change some elements within a quote, such as verb tense, you will 

have many opportunities to reformat a quote. Sometimes these opportunities will be good, and 

sometimes they will be bad. Sometimes a change to verb tense is simply just unavoidable.  

 

If you must shift tenses, for example, by starting your sentence in present tense and changing the 

verb tenses of the quote to present tense, your incorporation of the quote will change the 

meaning of the author’s original intention.  

 

For example, if a quote is set in the past, but when you incorporate the quote into the body 

paragraph of your essay you change the verbs to present tense, you will not be painting an 

accurate picture of the author’s work. 

 

As one solution to this issue, it might be easier to apply time markers such as “historically” and 

“today.” In other words, if your paragraph begins in the present tense, but you want to highlight 

some important issue of the past, then start your sentence that has the past tense verbs with 

“historically.”  

 

Continue adding quotes and your other sentences with past tense verbs. Once you have finished 

outlining all the sentences and the quotes, with past tense verbs, then revert to the present tense 

by starting a sentence that has the present tense verb with “today.” Adopting this method will 

help you to do two things:   

 

 To preserve a quote that has verbs in the past tense  

 To preserve the author’s original intention 
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Addressing verb tenses is the most difficult task you will encounter within the analysis of your 

paper, especially when proofreading for grammar. The next issue is far less tedious. If you just 

understand this one basic rule, you will be able to incorporate a quote with no problems.  

 

There are two ways to incorporate a quote when using verbs such as “discuss” and “state.”  

 

 Develop introductory phrases (or sentence). Use the verbs “discuss” and “state” 

directly before incorporating the quote. 

 

 Leave off the introductory phrases (or sentence). Do not use the verbs “discuss” and 

“state” directly in the incorporation of the quote because it is understood.  

 

You incorporate most quotes by developing language at the beginning of the quote such as “She 

states” and adding a comma after “states.” You follow the comma with another type of 

punctuation mark: the pen quotation mark. After this, you follow this mark by capitalizing the 

first letter of the first word in the quote.  

 

Let’s examine the following excerpt. 

 

 

Quote with Introductory Phrases 

 

Excerpt #1 

 

In The Souls of Black Folk, Du Bois states, “One ever feels his two-ness,—an American, a 

Negro; two souls, two thoughts, two unreconciled strivings; two warring ideals in one dark body, 

whose dogged strength alone keeps it from being torn asunder” (1).   

 

These are the qualities of the above excerpt. 

 

1. The introductory phrases provide a location from which the student retrieves the quote: a 

book titled The Souls of Black Folk. 

2. We know the speaker of the words within the quotation marks: Du Bois. He is the only 

speaker. There is no other indication of another speaker. 

3. The student has not changed the words within the quotation marks. We know this 

because there is not present the application of an ellipsis and/or use of brackets. These 

words represent an exact replica of the words in the actual reference source, Du Bois’s 

book. 

4. The incorporation of the quote conforms to normal grammar standards for presenting 

reported speech.   

5. The introductory group phrases and the quote itself are both in the present tense.   

 

 

What happens if we change the verbs to past tense verbs?   
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In The Souls of Black Folk, Du Bois stated, “One ever felt his two-ness,—an American, a 

Negro; two souls, two thoughts, two unreconciled strivings; two warring ideals in one 

dark body, whose dogged strength alone kept it from being torn asunder” (). 

 

You can see how much of a difference a few changes can make to a quote.  

 

The simple past tense is a verb that defines the state of something as finished. A simple past 

tense verb stops at a specific time in the past and it is not ongoing; the verb does not travel into 

the present. Only the past knows of the verb and the verb stays there, in the past.  

 

If someone wants to use the verb in the present, he or she would have to create a new meaning 

for the verb and with a new sentence. Of course, we cannot take something considered complete 

and finished and change its status simultaneously or consecutively.  

 

In other words, if you are the last person at the end of the line, unless someone opens the line up 

again, no one can physically come behind you. Once an authority figure decides not to take any 

more people and closes the line, the line does not continue pass the decision.  

 

Therefore, as you incorporate quotes into your analysis, decide on the choice of verb tense. Do 

you want the verb to be complete in and of itself, or do you want the verb to leave the past and 

go into the present (i.e., present perfect and present perfect progressive)? 

 

In the previous quote, the changing of the verbs to past tense has altered the quote’s meaning 

drastically. However, the new quote, as positioned in the past, is not entirely inaccurate. Du Bois 

states these words in 1903, at the turn of the twentieth century. He does not state these words 

today.  

 

However, for literary works, the consensus among citation manuals, particularly MLA, Arts and 

Humanities majors, and university departments, is we can apply the concept of “literary present.”  

What this means is it does not matter if the author of a literary work is dead or alive, or when the 

author first wrote the work. When referring to the author and his or her work within your 

analysis, we always apply the “literary present” to the quote and to our incorporation. Therefore, 

our introductory phrases must also begin in “literary present.” 

 

 

Quote without an Introductory Phrase 

 

Excerpt #2 

 

“One ever feels his two-ness,—an American, a Negro two souls, two thoughts, two unreconciled 

strivings; two warring ideals in one dark body, whose dogged strength alone keeps it from being 

torn asunder” ().  

 

These are the qualities of the above excerpt. 
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1. Just by examining the quote and nothing else, we do not know from where (what source) 

the student has taken the quote. We do not have some reference to location. If we pretend 

for the moment that we do not know from where these words have traveled, we must 

conclude that our task is far from complete. 

2. We do not know the speaker of the words within the quotation marks. There is no 

indication of a speaker. These are just words within quotation marks. In addition, we do 

not see the presence of the verbs “discuss” and “state.”  

3. The student has not changed the words within the quotation marks. We know this 

because there is not present the application of an ellipsis. These words represent an exact 

replica of the words within the reference source, Du Bois’s book. 

4. The incorporation of the quote conforms to normal grammar standards for presenting 

reported speech.   

5. The quote is in the present tense.   

 

 

What happens if we are provided with an introductory phrase? 

 

Du Bois states, “One ever feels his two-ness,—an American, a Negro two souls, two 

thoughts, two unreconciled strivings; two warring ideals in one dark body, whose dogged 

strength alone keeps it from being torn asunder” (). 

 

We now know who the speaker is, and we know that the collection of words within quotation 

marks has a speaker. Through research, we can track the speaker and possibly find the location 

of the words. However, without a title of the book, it makes the job more difficult.  

 

What happens if we are provided with an introductory phrase that has a reference? 

 

Du Bois states in The Souls of Black Folk, “One ever feels his two-ness,—an American, 

a Negro two souls, two thoughts, two unreconciled strivings; two warring ideals in one 

dark body, whose dogged strength alone keeps it from being torn asunder” (). 

 

Now we have all the location information we need.  

 

However, what does this exercise have to do with Changes in Grammar?  

 

Applying such verbs as “discuss” and “state” are typically easier to do than changing elements of 

the quote to conform to other principles of grammar. The purpose of the above is just to help you 

understand what you are doing each time you incorporate a quote.  

 

I want you to start understanding the importance of how valuable “necessary information” is 

within your sentences so that when your reader needs to research the information you have 

provided, he or she can perform the research efficiently.  
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Incorporating the Quote Grammatically  
 

The hardest part is over, but we have not finished the discussion of “Changes to Grammar.”  

 

If we place the relative pronoun “that” after such verbs as “discuss” and “state,” then we have 

extended our task and we become subject to the principles of grammar. In essence, all 

“grammatical” sentences begin with a capital letter for the first letter of the first word. No 

standard grammatical sentence begins with a lowercase letter.  

 

However, when you incorporate a quote into the body paragraph of your essay, and you use 

“that,” then the sentences of the quote are subject to the rules of grammar. Since a word that 

begins a sentence cannot be capitalized midway in the sentence, when you use “that,” then the 

first letter of the word that begins the sentence must be de-capitalized. Examine the following 

excerpt. 

 

Excerpt #3 

 

In The Souls of Black Folk, Du Bois states that “[i]t is a peculiar sensation, this double-

consciousness, this sense of always looking at one’s self through the eyes of others, of 

measuring one’s soul by the tape of a world that looks on in amused contempt and pity” 

(). 

 

We need to highlight something early. We have placed brackets around the first letter of the 

word “it” because this method conforms to MLA style. The result might be significantly 

different for APA and Chicago Style. We will not present the different styles here. Refer to these 

latter two manuals for extended discussions concerning the application of brackets when 

incorporating quotes into your papers. However, we will address the qualities of this quote by 

focusing solely on the presence of “that” and the change to “It.”  

 

These are the qualities of the above quote. 

 

1. In most cases, the relative pronoun “that” refers to an element that precedes it and to 

many elements that follow it. Observe the following sentence. 

We need a car that will hold five people. “That” refers to the antecedent “car.”  

 

With this example in mind, “that” has the following qualities: 

 

 “That” is typically used in an adjective essential clause and a restrictive clause, 

which means the information used with “that” in a sentence is necessary 

information. In accordance with the standard rule, do not apply commas before or 

after “that.”  

 

The adjective essential clause of the example is “that will hold five people.” The 

clause collectively functions as an adjective, describing “car.” 
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In addition, the sentence We need a car that will hold five people. is an example 

of a sentence using “that” grammatically and accurately. All the information in 

the sentence is necessary information.   

 

 “That” refers to an inanimate object, specifically to animals and things. We will 

add ideas and concepts to this list also. This is not the standard. 

 

 “That” refers to something at a distance from you. 

 

 

In rare cases, “that” may refer only to elements that follow it.  

 

In Excerpt #3, does “that” refer to any element before it such as The Souls of Black Folk 

or “Du Bois”? “That” cannot refer to “Du Bois” because Du Bois is a person. “That” 

cannot refer to The Souls of Black Folk; although the title of the book is inanimate, the 

use of the preposition “in” tells us where we can find the quote. Therefore, in this 

example, “that” cannot refer to either of the previous elements that precede it.  

 

If “that” does not apply to these elements, then it must apply to the elements that follow 

it. That  =  “[i]t is a peculiar sensation, this double-consciousness, this sense of always 

looking at one’s self through the eyes of others, of measuring one’s soul by the tape of a 

world that looks on in amused contempt and pity” (Du Bois 1). 

 

2. Once “that” is used in the sentence with verbs such as “discuss” and “state,” construction 

of the rest of the sentence elements must conform to grammar. Examine the sentence 

without the change to “It.”  

 

In The Souls of Black Folk, Du Bois states that “It is a peculiar sensation, this double-

consciousness, this sense of always looking at one’s self through the eyes of others, of 

measuring one’s soul by the tape of a world that looks on in amused contempt and pity” 

(1). 

  

Now examine the sentence without the quotation marks.  

 

In The Souls of Black Folk, Du Bois states that It is a peculiar sensation, this double-

consciousness, this sense of always looking at one’s self through the eyes of others, of 

measuring one’s soul by the tape of a world that looks on in amused contempt and pity 

(1). 

 

Typically, the first letter of a word that begins a grammatical sentence is capitalized. The 

preposition “in” is the first word of this grammatical sentence. The “I” in this word must 

be capitalized. However, the “I” in “It” must not be capitalized, because this word does 

not begin this grammatical sentence.  

 

In essence, the application of “that” before the quote determines how the quote should be 

incorporated. 
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Rule for Incorporating a Quote with “That” 

When we see “that” before a quote, anything after “that” must not fall under the grammar rule of 

capitalizing the first letter of the first word of a sentence, even if the group of words and phrases 

form a complete sentence without “that.” There are exceptions to this rule:   

 

 The personal pronoun “I” and proper nouns that begin with a capital letter for the first 

letter of the word such as “United States” or “John F. Kennedy” are capitalized.   

 

 If you are presenting a sentence as an example that is also enclosed within quotation 

marks, the first letter of the first word is capitalized. Review the underlined sentence of 

Example 3.   

 

Example 3 

 

Particularly, Ernest Allen explores the role of the “blackacademic,” who continues 

the tradition of imposing racial criteria onto Du Bois’s concept. He attempts to divide 

prevailing thought while simultaneously reexamining Du Bois’s perspective. Allen’s 

article, “Du Boisian Double Consciousness: The Unsustainable Argument” (2003) 

explores the general pattern of “blackacademics” and their misreadings of “The Souls 

of Black Folk,” particularly the famous epigraph, projecting their interpretations of 

Du Bois’s motivation for shaping the nineteenth-century construct. Allen places 

before him the famous epigraph to mull over its elements and concludes that 

“blackacademics” focus primarily on certain words and phrases. Such phrases include 

the sentence “It is a peculiar sensation, this double-consciousness, this sense of 

always looking at one’s self through the eyes of others, of measuring one’s soul by 

the tape of a world that looks on in amused contempt and pity” (Du Bois). 

The above excerpt  

 

incorporates a sentence first and places quotation marks around the sentence to 

highlight to the reader that the words belong to someone else, second. The 

capitalization of “I” in “It” is appropriate. 

 

The last quality of this quote is the “I” in “It” is de-capitalized. The “I” in “It” 

changes to a lowercase letter, simply because of the rule above. For MLA citation 

style, whenever changes are made to a quote, grammatically, brackets are applied. 

 

 

3. This is my first time. 

 

Everyone has had a “first time” for something. The most common first time for each person is 

learning whether formally or informally. The learning process might have been limited. For 

example, you might not have been able to go to school every day, but even in countries that 

socially restrict women, these women still have had some exposure to learning, even to 
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schooling. One way in which everyone has had some form of exposure to learning is through 

their mother. Our mothers teach us first. It doesn’t matter what type of teaching it is. It is still 

teaching. Therefore, all of us globally have had some exposure to teaching, learning, and 

schooling, in one way or another. Our “first time” represented something new. Remember we 

had never seen learning before in any other form. The teaching was new, the learning was new, 

and the schooling was new.   

 

Key #4 

 

When you incorporate a quote for the first time, the quote is new to your paper. Your paper has 

never known of it before. Figuratively, it has no idea how it will fit. The only person who can 

ever know if the quote fits is the author (writer) of the paper.  

 

Therefore, introduce a quote in such a way that the reader is aware that you are bringing in 

information for the first time. “What’s Your Name?” is different from “This is my first time.”  

 

For example, in reference to the former, the reader needs to know if the quote you have 

incorporated represents an enemy or an ally to your analysis. However, for the latter, the reader 

needs to know if the quote you have incorporated is simply just the first time you have 

incorporated the quote. 

 

Key #5 

 

Refer to the appropriate citation manual for instructions on how to cite the first time you mention 

an author and his or her work. There are different styles and rules of applications for each.   

 

 

4. What’s Next? 

 

After you have introduced a quote by incorporating it into your essay’s body paragraph, then 

follow up with end-of-the-quote information. The citation information at the end of the quoted 

text is the next thing on a list of to-dos. It follows immediately after the previous thing you have 

just done, which is quote from a source.   

 

Visualize yourself in a line of people at the Department of Motor Vehicles. All of you are 

waiting to register for your driver’s licenses. You are in the middle of the line. There are people 

in front of you and there are people behind you. To be sure, there is one person particularly in 

front of you and there is one person particularly behind you, or at the back of you. Once the 

administrative staff member has finished helping the person in front you, he or she immediately 

says, “Next.” Since you are the next person in line you go up to the front desk.  

 

However, what if the person decides not to say “Next?” What happens to you standing there in 

the line? For one, your presence is not acknowledged. Two, you are not permitted to move 

forward. Three, everything stands still. You do not move and the people behind you cannot 

move. Likewise, after you have finished introducing your quote, you must follow up by also 
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introducing two types of information: 1) location-of-source information and 2) location-of-

punctuation information. You cannot move forward to other areas within your analysis until you 

meet the requirements that govern citing a source. 

 

Key #6 

 

There is only one type of location-of-source information: the citation. Depending upon the style 

manual you use, the citation information at the end of quoted text is important to the reader who 

needs to verify the difference between your sentences and those in question.  

 

This information is also vital for professors because they use the author, title of the work, and 

page number to rule out plagiarism or, in some cases, prove that you have plagiarized a work 

within your paper. Therefore, providing the source information is the next to the last thing you 

must do after the ending quotation marks. The last thing you must do before moving forward in 

your paper involves assigning the appropriate punctuation mark(s). 

 

Key #7 

 

There are two types of location-of-punctuation information.  

 

Both types refer to material quoted in-text. One type of information is in-text quoted material, 

which is under four lines of quoted text or is exactly four lines. You may quote the material 

within any body paragraph of your essay. You must place quotation marks before and after the 

quoted material. You may either use your own sentence before the quoted material or depending 

upon how you have framed the other sentences within any of your body paragraphs, you may 

only just have to begin with the quoted material, affixing quotation marks at the beginning and 

end. This type of quoted material conforms to normal grammar standards, meaning that the 

period, as an ending punctuation mark, is placed after the closing parenthesis, not before it. 

 

Example 4 

 

In The Souls of Black Folk, Du Bois states that “[i]t is a peculiar sensation, this double-

consciousness, this sense of always looking at one’s self through the eyes of others, of 

measuring one’s soul by the tape of a world that looks on in amused contempt and pity” 

(1).  

 

These are the qualities of this quote.  

 

 The quote is exactly four lines. 

 This is the beginning of a body paragraph within a student’s essay. 

 These four lines of text are enclosed within quotation marks. 

 The quote is preceded by a group of phrases that do not represent a complete 

sentence. A group of phrases is typically only needed to incorporate a quote. 

Sometimes you do not need any phrases. Just remember that the sentence, your 

phrases, and the quote itself must represent a grammatical sentence. 

 The punctuation mark (period) follows the closing parenthesis. 
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Exception #1 

 

If the total sentence, the introductory phrases, and the quote enclosed within quotation marks, 

forms a question, then the question mark is placed inside the quotation marks. The quotation 

marks are followed by the parentheses and an ending period. 

 

Exception #2 

 

If citation information is not presented in the incorporation of the quote, then the ending 

punctuation mark (period) is placed before the closing quotation marks. Review your style 

manual for exceptions concerning punctuation marks that go before or after quotations marks.  

 

The second type of in-text quoted material is over four lines of quoted text. The material is a part 

of a body paragraph, but it is also separated (set off) from the body paragraph of your essay.  

There are no quotation marks at the beginning or at the end of the quoted material.  

 

Before incorporating the quoted material, as set off from the body paragraph, you may either use 

your own sentence before the quoted material or depending upon how you have framed the other 

sentences, you may begin with the quoted material. Just remember this: Be careful not to mix 

your sentence with the quote itself. 

Exception #3 

Keep in mind one thing: Do not place quotation marks before or after quoted material separated 

(set off) from a body paragraph. This is considered a block quote. This type of quoted material 

does not conform to normal grammar standards, meaning that the period, as an ending 

punctuation mark, is placed before the parentheses that house the citation information (i.e., 

author and page number). You should never place an ending sentence punctuation mark after the 

parentheses of set off quoted material. The following example introduces a block quote. 

 

Example 5 

 

In The Souls of Black Folk, Du Bois states about the nineteenth-century Negro,  

 

After the Egyptian and Indian, the Greek and Roman, the Teuton and Mongolian, 

the Negro is a sort of seventh son, born with a veil, and gifted with second-sight 

in this American world,—a world which yields him no true self-consciousness, 

but only lets him see himself through the revelation of the other world.  It is a 

peculiar sensation, this double-consciousness, this sense of always looking at 

one’s self through the eyes of others, of measuring one’s soul by the tape of a 

world that looks on in amused contempt and pity.  One ever feels his two-ness,—

an American, a Negro; two souls, two thoughts, two unreconciled strivings; two 

warring ideals in one dark body, whose dogged strength alone keeps it from being 

torn asunder.  (1) 

 

These are the qualities of this quote. 
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 The quote is over four lines. The material is a part of the body paragraph, but it is 

also separated from the main body paragraph. This is the beginning of a body 

paragraph within a student’s essay. 

 These lines of text are not enclosed within quotation marks. 

 The quote is preceded by a group of phrases that do not represent a complete 

sentence. A group of phrases is typically only needed to incorporate a quote. 

Sometimes you do not need any phrases. Just remember that your phrases and the 

quote itself must represent a grammatical sentence. 

 The punctuation mark (period) precedes the information enclosed within the 

parentheses. The punctuation mark never goes after the parentheses. 

 

For an extended explanation, see also the comment “2.38. Inaccurate.” 

 

2.41. Misquoting the Evidence 
 

The authors’ quotes offer much about their thoughts, words, motivations, and influences.  

 

When writers sit down to compose a work, they write with history and the present on their 

shoulders. In other words, writers represent a walking history walking in the present. They 

embody the past, which includes past feelings, mistakes, choices, and good times. As long as 

they are still alive, they will always be in the present. In addition, a writer also has the burden of 

writing for the future. What he or she says today will have an impact on someone’s tomorrow.  

 

The tasks of writers are many. When you misquote the evidence, you misquote the author’s 

beliefs, his or her opinions. You misquote what represents the “past.” For the author, you make 

him or her incredible in the present and you undoubtedly affect someone’s understanding 

tomorrow.   

 

Therefore, always break down the quote and analyze the words of a quote. If a quote has the 

coordinating conjunction “and” between two elements of a sentence, do not use “or” within your 

analysis. Although these two words are within the same family of conjunctions, they offer 

different meanings. Do not confuse the two in your analysis.  

 

In addition, if the author does not write the thing you are trying to project onto him, then you 

have misquoted his viewpoint. Think about your friend and how she might feel if you misquote 

her. The first thing your friend will say is “I didn’t say that!” Your author is no different. You 

must be accurate. Outline your author’s ideas in the same way that the author has within the 

literary work.  

 

2.42. Not a Theme In 
 

Within the English canon, professors and scholars have established what constitutes as a 

prominent theme (or themes) within a work.  
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• Themes such as jealousy and envy are typically prevalent in Shakespearean plays.  

 

• Themes such as honor and loyalty are prevalent in medieval works that include the 

character King Arthur.  

 

• Themes that point to issues with social marginality, racial divide, separation, and 

alienation are ones that relate to African America literature and other culture texts.  

 

This brief list is not exhaustive, but it does represent the canon. The canon not only includes a 

list of authoritative works but also the themes that are embedded within these works. 

 

Every student wants to be original and incorporate a different and contemporary theme into a 

paper. Students project onto the immediate text ideas and themes that are nowhere present within 

the actual work. Keep this in mind: 

 

When your professor says this (your theme) is not a theme in this (canonical text), he or she is 

saying to you that you have misread the text.  

 

This translates as you are not looking at the immediate text as it is presented to you, which 

represents all its ideas and notions illustrated by the author. In essence, you have included a 

theme that is not a part of the original canon.   

 

Think about the seller of a car. Typically, the car dealership or the owner will write “As is” on a 

car, which informs you that you are getting the car as it is presented to you with all its errors and 

potential mishaps. You cannot say to the car owner paint the car red and then I will buy it. You 

must take the car as you see it presently.  

 

The same line of thought applies to developing analysis from the immediate text.  

 

Within the body of your paper, you cannot project a theme onto a text that is not already part of 

the canon. However, you can in the extended discussion/conclusion of your paper examine the 

underlying ideas and potential assumptions of a theme. In this section of your paper, you may 

wish to examine the ideas you have expressed by applying a theme that is not in the canon. Only 

in the conclusion section can you carry out this task.  

 

Just remember you cannot apply the theme from an African American text to a medieval text 

because “culture” (and “cultural”) is primarily a twentieth century term.  

 

For an extended explanation, see also the comments “1.4. An interesting idea, but it doesn’t work 

in every example.” and “1.34. Examine Evidence from the Text,” which both fall under the first 

draft. Click the “First Draft” tab for more information. 

 

  



Favors Writing Center 31 

 

FWC Copyright © 2011-2021 Regina Y. Favors. All Rights Reserved. 

2.43. Overdependence on Quotes 
 

Professors never appreciate when students flood their papers with half-page quotes. In addition, 

professors also do not appreciate when students have a quote, or more than one quote, on each 

page of their papers or when a student uses a quote to make a point instead of starting out a 

paragraph with his or her own words. 

 

The purpose of analysis is to think critically about the subject before you, not to depend solely on 

what the author presents to you as the only truth.  

 

When you incorporate so many quotes from the author’s work, the reader and your professor 

cannot and do not hear your voice, what you think concerning the author’s views and expressions 

about dogs and their niceness. Consider these questions: 

 

1. Do you have an opinion?  

2. What is it?  

3. What is your opinion in relation to the authors’?  

 

As a revision objective, always prepare the reader for an incoming quote by incorporating your 

own words first, your thoughts about the subject. Remember that the quotes you incorporate 

within the paper only need to function as a complement to what you have discussed already; they 

need to confirm your own thoughts, not supplant them. This is your paper. You do have a right to 

an opinion. Make it.  

 

For an extended explanation, see also the comments “2.40. Introduce the Quote,” “2.34 and 

Explicate the Quote.” and See also “2.47. Analyze This, which is part of the Practical Tasks 

document, “Managing for Use of Supporting Evidence: Revising Plot Summary and Analysis” 

discussions. 

 

2.44. Plagiarism 
 

See the comments “2.45. Too Close to the Original” and “2.40. Introduce the Quote.” 

 

2.45. Too Close to the Original 
 

The comment “Too Close to the Original” refers to your paraphrase as border-line plagiarism.   

 

Below is an example of a quote. The example paraphrase that follows represents border-line 

plagiarism.  

 

See the comment “2.40. Introduce the Quote” for an extended explanation of how to incorporate 

a quote.     
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Original Quote 

 

After the Egyptian and Indian, the Greek and Roman, the Teuton and Mongolian,  

the Negro is a sort of  seventh son, born with a veil, and gifted with second-sight  

in this American world,—a world which yields him no true self-consciousness,  

but only lets him see himself through the revelation of the other world.  It is a  

peculiar sensation, this double-consciousness, this sense of always looking at  

one’s self through the eyes of others, of measuring one’s soul by the tape of a  

world that looks on in amused contempt and pity.  On ever feels his two-ness,— 

an American, a Negro; two souls, two thoughts, two unreconciled strivings; two  

warring ideals in one dark body, whose dogged strength alone keeps it from being  

torn asunder. (Du Bois)  

 

Paraphrase 

 

In The Souls of Black Folk, Du Bois states that the nineteenth-century Negro  

always looks at himself through the eyes of others (1). 

 

Although the paraphrase merely incorporates just one line from Du Bois’s quote, changes “one’s 

self” to “himself,” and adds the citation information at the end, the paraphrase is still too close to 

the original. Let’s examine a possible revision. 

 

Revision 

 

In The Souls of Black Folk, Du Bois states that the nineteenth-century Negro  

people do not define themselves according to their own dictates, according to 

their own personal views about themselves in relation to society. Instead, they 

measure themselves according to what others say about them, “by the tape of a 

world that looks on in amused contempt and pity” (Du Bois 1).  

 

The revision is much different from the first paraphrase. The writer is forced to read between the 

lines, to examine beyond the surface, and look beneath the meanings of the words on the page. In 

adopting such a method, the writer determines what is most important for the reader to know and 

then puts this vital information into his or her own words. During the process, the writer adds 

another line to reiterate his or her point and incorporates a quote directly from Du Bois’s words, 

with a citation. 

   

Revision Consideration 

 

The best solution to revising a paraphrase is to bring in the actual quote, which is the simplest 

way of directly fixing the problem. Another solution is to think about what the author wants you 

to take from reading the work, i.e., construct what you think he or she is attempting to convey 

and use your construction as a paraphrase. If you adopt the second option, check your paraphrase 

against the original to determine if there is a match in meaning, but not word-for-word. Add the 

citation reference information at the end. 
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