adapted from plagiarism.org
What is Plagiarism?

Many people think of plagiarism as copying another's work or borrowing someone else's original ideas. But terms like "copying" and "borrowing" can disguise the seriousness of the offense:
According to the Merriam-Webster Online Dictionary, to "plagiarize" means

· to steal and pass off (the ideas or words of another) as one's own

· to use (another's production) without crediting the source

· to commit literary theft

· to present as new and original an idea or product derived from an existing source

In other words, plagiarism is an act of fraud. It involves both stealing someone else's work and lying about it afterward.

All of the following are considered plagiarism:

· turning in someone else's work as your own

· copying words or ideas from someone else without giving credit after each idea (you must indicate where the source’s ideas end and yours begin – not just at the end of a paragraph containing a paraphrase)
· failing to put a quotation in quotation marks

· giving incorrect information about the source of a quotation

· changing words but copying the sentence structure of a source without giving credit

· copying so many words or ideas from a source that it makes up the majority of your work, whether you give credit or not 

Most cases of plagiarism can be avoided, however, by citing sources. Simply acknowledging that certain material has been borrowed and providing your audience with the information necessary to find that source is usually enough to prevent plagiarism.
When do I need to cite?

Whenever you borrow words or ideas, you need to acknowledge their source. The following situations almost always require citation:

· whenever you use quotes

· whenever you paraphrase

· whenever you use an idea that someone else has already expressed

· whenever you make specific reference to the work of another
· when you mention the author or source’s name in the sentence

· whenever someone else's work has been critical in developing your own ideas. 
How to paraphrase

Let's say that you want to introduce information from another source (a book, a journal article, or website, for example) into your paper. You could approach this by quoting the work directly or try to convey the information from the original source in your paper by rephrasing it in your own words. This latter approach is paraphrasing. 

Let's take a moment to make a clear distinction between the two:

Quoting: To quote is to include the identical wording from the original source in your paper. Quoted material in your paper is distinguished from your own words by the use of " " or by indenting the quoted text (if quoting a longer passage). In addition to quotation marks or indenting, all quoted material should also be cited using in-text citation.

Paraphrasing: To paraphrase is to include the ideas or information from an original source in your paper by rephrasing those ideas or information in your own words. The key to successful paraphrasing is to use as few words as possible from the original text--be mindful not to change the meaning that you are trying to convey as you rephrase--and to cite your paraphrase. Without proper citation, your paraphrase could be construed as plagiarism.

From turnitin.com:

Know how to Paraphrase:

A paraphrase is a restatement in your own words of someone else’s ideas.  Changing a few words of the original sentences does NOT make your writing a legitimate paraphrase.  You must change both the words and the sentence structure of the original, without changing the content.  Also, you should keep in mind that paraphrased passages still require citation because the ideas came from another source, even though you are putting them in your own words.     


The purpose of paraphrasing is not to make it seem like you are drawing less directly from other sources or to reduce the number of quotations in your paper.  It is a common misconception among students that you need to hide the fact that you rely on other sources, but in a research paper it is necessary to highlight the fact that other credible sources support your own ideas.  

What is quoting?

Taking the exact words from an original source is called quoting. You should quote material when you believe the way the original author expresses an idea is the most effective means of communicating the point you want to make. If you want to borrow an idea from an author, but do not need his or her exact words, you should try paraphrasing instead of quoting.

How often should I quote?

Most of the time, paraphrasing and summarizing your sources is sufficient (but remember that you still have to cite them!). If you think it’s important to quote something, an excellent rule of thumb is that for every line you quote, you should have at least two lines analyzing it.
How do I incorporate quotations in my paper?

Most of the time, you can just identify a source and quote from it. Sometimes, however, you will need to modify the words or format of the quotation in order to fit in your paper. Whenever you change the original words of your source, you must indicate that you have done so. Otherwise, you would be claiming the original author used words that he or she did not use. But be careful not to change too many words! You could accidentally change the meaning of the quotation, and falsely claim the author said something they did not.

QUOTE IN THE SOURCE FROM A PERSON OTHER THAN THE AUTHOR 

This is called an indirect quotation. To cite an indirect quotation, give the name of the original source in the sentence, abbreviate "quoted in" as "qtd. in," and then include the name and page number of the source where you found the quotation.
In a Victorian advice manual, Marion Harland stated that by the age of twenty-five, a woman's "bloom has gone and her buoyant spirits are depressed by the dread of permanent invalidism" (qtd. in Phelps 161).
Quoting Within Quotes

When you have "embedded quotes," or quotations within quotations, you should switch from the normal quotation marks ("") to single quotation marks ('') to show the difference. For example, if an original passage by John Archer reads:

The Mountain Coyote has been described as a “wily” and “single-minded” predator by zoologist Lima Warner.

    your quotation might look like this:

As John Archer explains, “The Mountain Coyote has been described as a 'wily' and 'single-minded' predator by zoologist Lima Warner.”

