
301 Academic Skills Centre Resource:
Inserting Block Quotations

When you need to include a quotation in your work that is three or more lines long, you can
add this as a block quotation. A block quotation appears on a new line, and is indented from
the left-hand margin. Quotation marks are not used, so the indentation indicates that you are
using a quotation.

Check our How to reference guide and any departmental guidance to learn more about the
relevant rules. Use block quotations sparingly as they break the flow of your text and use of
your word count. They are helpful for close analysis of text.

Inserting block quotations in Microsoft Word
1. Insert the block quotation into the body of the text, on a separate line without any

quotation marks.

2. Check that you have written a sentence introducing the block quotation clearly within
the text. Here, the block quotation makes sense as a standalone sentence, so a
colon has been used to introduce it. Check your referencing guide for exact
formatting

3. Indent the block quotation within the text by pressing the tab button on your
keyboard. Your referencing system may have specific rules about how wide the
indentation should be.

https://www.shef.ac.uk/study-skills/writing/reference-proof/reference


3. Adjust the line spacing as required by your referencing guide.

4. Add a citation to the block quotation, according to the referencing format suggested
within your referencing style guide.



5. When you are using a block quotation, this should never be the ending of the
paragraph. Follow up the block quotation with your critical analysis and interpretation
of it, going back to the normal margin style (pressing backspace twice on a new line
should return your text cursor to the normal margin width).

6. Check your referencing guide for any rules about how wide the gap should be
between any block quotations used and the rest of the paragraph. If there are no
specific rules, make sure that you use a consistent style throughout the document.


