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Dear Murphy Institute Students, 

The fall semester is finally winding down: the end of assigned readings, blackboard posts, and papers 
is in sight. With only two weeks left, you may feel rushed to complete those papers as soon as you can 
and take certain shortcuts to save time. While we recommend strategies that help you make the most 
of your time, there is one area where slowing down is worth it:  

Paraphrasing 
Paraphrasing is presenting another person’s ideas in your own words. 

It may be tempting to change a few words and call it a day, but an effective paraphrase will demonstrate that 
you understand the material and respect the original author’s work. It also guards against Plagiarism. 

So, how do we effectively Paraphrase? 

o Step 1: Read the passage several times
• To accurately represent someone else’s idea(s), you need to understand what the passage means
• The more you re-read anything, the better you understand it

o Step 2: After you read the passage, write down the main idea(s)
• Here’s the trick: You want to write down the main ideas without looking at the original source

If you look at the source, you will be tempted to use the author’s wording 
• Use a separate piece of paper to list important ideas or create a brief outline
• When you finish, check the passage to make sure you have all the important ideas

o Step 3: Write the paraphrase
• Use your notes or outline to write the paraphrase, but do not look at the original source

o Step 4: Check the result
• Does your paraphrase have the same meaning as the original source? Is it in your own words?

o Step 5: Cite!
• Make sure you always cite a paraphrase: even if the words are different, you are still borrowing

the ideas of another person and you must let the reader know where you took those ideas from.
• This is an important part of Academic Integrity

If you have questions or want to put this into practice, feel free to contact me or stop by!  

Sign Up for a One-On-One Tutoring Session 
1. Visit mywco.com\murphyinstitute
2. Register for an account
3. Log in and select the “Murphy Queens Writing Center” calendar.
4. Choose any of the available white rectangles.
5. Fill out the form with your assignment info.

I look forward to seeing you soon!

Jean Soto, Writing Specialist 
Jean.Soto@qc.cuny.edu 

718-997-3079 
Kissena Hall 1, Room 215 
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