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Put the passage to one side and summarize, 
in your own words, the key points 

of the text. Leave any shared language; 
i.e., technical terms or conventional 

names, the same. 

Read through the whole 
passage and make sure you 

understand its meaning

Go back to the original passage and 
make sure you have captured all the 

main points in an entirely new form without 
plagiarizing or repeating the text 

verbatim (word for word).

If any section or term in the paraphrased 
text is exactly the same as that included in 
the original passage, either reword it or use 

quotation marks to identify the information that 
has been exactly borrowed from the source.

If some of the words in your 
paraphrased text are the same 

as the original, use a thesaurus to 
find an alternative.

Record the source in brackets after 
the paraphrased content (you still need to 

give credit where it is due!)


