INTEGRATING SOURCES
USE SIGNAL PHRASES:

INITIAL REFERENCES:
Author’s full name

Authority or credentials (optional)

Title of Source (optional)
Active, Present-Tense Verb:
acknowledges
examines
notes
states
argues
expresses
points out
suggests
asserts
implies
questions
wonders
believes
insists
replies
et cetera
contends
maintains
reveals
NOT talks about
Appropriate Punctuation:
Comma: after most signal phrases

Colon: after a complete sentence
Nothing: after the word that
SUBSEQUENT REFERENCES:
Author’s Last Name Only, or Pronouns

Active, Present-Tense Verb (as above)
Appropriate Punctuation (as above)
For example:
In “Protecting Freedom of Expression at Harvard,” Derek Bok, former Dean of Harvard Law School and President of Harvard University, states, “the display of swastikas or Confederate flags clearly falls within the protection of the free-speech clause of the First Amendment” (639).

He argues that even symbolic speech is protected: “the display of swastikas or Confederate flags clearly falls within the protection of the free-speech clause of the First Amendment” (639).

Bok asserts that “the display of swastikas or Confederate flags clearly falls within the protection of the free-speech clause of the First Amendment” (639).

INTEGRATING SOURCES (2)

Use ellipses to indicate omitted material

Source:
Under the Supreme Court’s rulings, as I read them, the display of swastikas or Confederate flags clearly falls within the protection of the free-speech clause of the First Amendment and cannot be forbidden simply because it offends the feelings of many members of the community.

Quotation:
Bok notes, “Under the Supreme Court’s rulings […] the display of swastikas or Confederate flags clearly falls within the protection of the free-speech clause of the First Amendment and cannot be forbidden simply because it offends the feelings of many members of the community” (639).

NOT:
“Thou shall […] commit adultery.”

Use brackets to indicate changes

to add clarification
to work quotation into your sentence
to identify “errors” as original to your source

Source:
I share this view and regret that the students involved saw fit to behave in this fashion.

Quotation:
Bok says that he “share[s] this view [that displaying hate symbols is insensitive] and regret[s] that the students involved saw fit to behave in this fashion.” (639).

Source:
The list of your current advisees are enclosed.

Quotation:
The memo states that “The list of your current advisees [is] enclosed.”
            or:
It states that “The list of your current advisees are [sic] enclosed.”

INTEGRATING SOURCES (3)

DOCUMENT

In-Text Citations:
Parenthetical Citations, including Author’s last name and page number

End of Essay:
Works Cited page, containing complete bibliographical citations 

For example:

In-Text Citations:
(Bok 639).

End of Essay:
Bok, Derek. “Protecting Freedom of Expression at Harvard.” Patterns for a Purpose, 2 ed. Ed. Barbara Fine Clouse. Boston: McGraw-Hill, 2001. 638-640.
Adapted from “Drawing on Sources, Integrating Paraphrases and Quotations, Avoiding Plagiarism.” (Clouse, Barbara Fine. Patterns for a Purpose, 4 ed. Boston: McGraw-Hill, 2006. 690-696) and “Integrating Source Material into Your Writing, Avoiding Plagiarism.” (Kirzner, Laurie G. and Stephen R. Mandell. The Concise Wadsworth Handbook. Boston: Thomson Heinle, 2006. 384-395.)
