
        
            
                
            
        

    
































Anthony C. Winkler

Jo Ray McCuen-Metherell












Preface xix 
1 Basic Information about the Research Paper 2 
la Fear of the research paper 3 
lb Definition of the research paper 3 
Ic Format of the research paper 3 
Id Reasons for the research paper 4 
le The report paper and the thesis paper 5 
if Drafts of the research paper 6 
Ig Writing the research paper: Steps and schedule 9 
2 Choosing a Topic 11 
2a How to choose a topic 13 
2b Topics to avoid 15 
2c Narrowing the topic 17 
3 The Library 20 
3a Layout of the library 21 
3b Organization of the library collections 27 
4 The Thesis and the Outline 36 
4a The thesis: Definition and function 37 
4b The outline 43 
4c Choosing an outline form 49 
5 Using the Computer in Your Research 51 
5a Computers and the research paper 53 
5b The Internet 53 
5c Online resources 55 
5d Researching with search engines 57 
5e Usenet, Listserv, telnet, and gopher 60 
5f Evaluating Internet sources 62 
5g Running a search 65 
5h Useful Internet sites 66 
6 Doing the Research 67 
6a What information to look for 69 
6b Where to look for information 70 
6c Assembling a working bibliography 77 
6d Selecting your sources: Skimming 79 
6e Note-taking 82 
6f Plagiarism and how to avoid it 87 
7 Transforming the Notes into a Rough Draft 94 
7a Preparing to write the rough draft: A checklist 95 
7b Writer's block 95 
7c Writing with a computer 95 
7d Using your notes in the paper 96 
7e How to use quotations to explore and discover 108 
7f Writing with unity, coherence, and emphasis 109 
7g Using the proper tense 112 
7h Using graphics in your research paper 113 
7i Writing the abstract 119 
8 Revising Your Rough Draft 122 
8a Principles of revision 123 
8b Revising the opening paragraph 124 
8c Revising sentences for variety and style 129 
8d Revising words: Diction 134 
8e Rules for writers. Not. 138 
9 The MLA System of Documentation 142 
9a Parenthetical documentation: Author-work (MLA) 143 
9b Format for "Works Cited" (MLA) 148 
9c Content notes 178 
9d Finished form of the paper 181 
9e Peer review checklist 189 
9f Submitting your paper electronically 189 
10 The APA System of Documentation 191 
10a Parenthetical documentation: Author-date (APA) 193 
10b Format for "References" 199 
10c Writing the abstract 214 
10d Finished form of the paper 215 
10e Peer review checklist 224 
10f Submitting your paper electronically 224 
11 The Traditional System of Documentation (CMS) 225 
Ila Footnotes and endnotes 227 
I lb Subsequent references in footnotes and endnotes 235 
Ile Electronic sources 236 
l ld Finished form of the paper 237 
Ile Peer review checklist 241 
Ill Submitting your paper electronically 242 
12 Sample Student Papers 244 
12a Paper using author-work documentation (MLA) 245 
12b Paper using author-date documentation (APA) 255 
12c Paper using footnote documentation (CMS) 269 
Appendix A Mechanics 275 
Appendix B Generalized and Specialized References, an Annotated List 297 
Index 335 

Preface xix 

Basic Information about the Research Paper
1a Fear of the research paper 3 
1b Definition of the research paper 3 
1c Format of the research paper 3 
1d Reasons for the research paper 4 
le The report paper and the thesis paper 5 
if Drafts of the research paper 6 
1g Writing the research paper: Steps and schedule 9 

Choosing a Topic
2a How to choose a topic 13 
2b Topics to avoid 15 
2b-1 Topics that are too big 15 
2b-2 Topics based on a single source 15 
2b-3 Topics that are too technical 16 
2b-4 Topics that are trivial 16 
2b-5 Topics that are overused 16 
2b-6 Topics that are contemporary 17 
2c Narrowing the topic 17 

The Library
3a Layout of the library 21 
3a-1 The computer 21 
3a-2 Online full-text databases 23 
3a-3 Microform indexes 24 
3a-4 Stacks 24 
3a-5 Reference room or shelf 25 
3a-6 Main desk 25 
3a-7 Reserve desk 25 
3a-8 Audiovisual room 25 
3a-9 Microform room 26 
3a-10 Newspaper racks 26 
3a-11 Computer room 27 
3a-12 Carrels 27 
3b Organization of the library collections 27 
3b-1 The Dewey Decimal System 28 
3b-2 The Cutter-Sanborn Author Marks 29 
3b-3 The Library of Congress Classification System 30 
3b-4 Classification of periodicals 31 
3b-5 Classification of nonbooks 33 

The Thesis and the Outline
4a The thesis: Definition and function 37 
4a-1 Formulating the thesis 38 
4a-2 Rules for wording the thesis 39 
4a-3 Placing the thesis 41 
4a-4 Choosing a title 42 
4b The outline 43 
4b-1 Visual conventions of the outline 43 
4b-2 Equal ranking in outline entries 44 
4b-3 Parallelism in outline entries 44 
4b-4 Types of outlines 45 
a. The topic outline 45 
b. The sentence outline 46 
c. The paragraph outline 47 
d. Decimal outline notation 48 
4c Choosing an outline form 49 

Using the Computer in Your Research
5a Computers and the research paper 53 
5b The Internet 53 
5b-1 The World Wide Web 54 
5b-2 Some Internet terms 54 
5b-3 Understanding Internet addresses 54 
5c Online resources 55 
5c-1 Databases 55 
5c-2 Electronic journals 56 
5c-3 Online public-access catalogs (OPACs) 56 
5c-4 Blogs 57 
5d Researching with search engines 57 
5d-1 Boolean logic 58 
5d-2 Finding a search engine 59 
5d-3 Educational search engines 59 
5d-4 Useful search engines 59 
5e Usenet, Listserv, telnet, and gopher 60 
5e-1 Usenet 61 
5e-2 Listserv 61 
5e-3 Telnet and gopher 61 
5f Evaluating Internet sources 62 
5f-1 Where was the information found? 62 
5f-2 Who wrote it? 63 
5f-3 Who publishes it? 63 
5f-4 What are the writer's sources? 63 
5f-5 What kind of tone does the writer use? 63 
5f-6 What do the writer's contemporaries have to say? 63 
5f-7 What is the writer's motive? 64 
5f-8 What is the context of the writer's opinion? 64 
5g Running a search 65 
5h Useful Internet sites 66 

Doing the Research
6a What information to look for 69 
6a-1 Single-fact information 69 
6a-2 General information 69 
6a-3 In-depth information 70 
6b Where to look for information 70 
6b-1 General indexes 71 
6b-2 Specialized indexes 72 
6b-3 Using interviews and surveys 75 
6b-4 Corresponding by e-mail 75 
6b-5 Attending lectures, concerts, or art exhibits 76 
6c Assembling a working bibliography 76 
6d Selecting your sources: Skimming 78 
6d-1 Primary and secondary sources 79 
6d-2 Evaluating sources 79 
6e Note-taking 81 
6e-1 Choosing the number of notes 82 
6e-2 Formatting the note cards 82 
6e-3 Using the computer to take notes 82 
6e-4 Using a copy machine to take notes 83 
6e-5 Kinds of notes 84 
a. The summary 84 
b. The paraphrase 84 
c. The quotation 86 

d. The personal comment 87 

6f Plagiarism and how to avoid it 88 

Transforming the Notes into a Rough Draft
7a Preparing to write the rough draft: A checklist 95 
7b Writer's block 95 
7c Writing with a computer 95 
7c-1 Overdoing it 96 
7c-2 Using a spell-checker 96 
7d Using your notes in the paper 96 
7d-1 Summaries and paraphrases 96 
7d-2 Direct and indirect quotations 97 
7d-3 Using brief direct quotations 98 
7d-4 Using long quotations 99 
7d-5 Using quotations from poetry 101 
7d-6 Using a quotation within another quotation 102 
7d-7 Punctuating quotations 102 
7d-8 Handling interpolations in quoted material 103 
7d-9 Using the ellipsis 103 
7d-10 Overusing quotations 106 
7d-11 Personal commentary 107 
7e How to use quotations to explore and discover 108 
7f Writing with unity, coherence, and emphasis 109 
7f-1 Unity 109 
7f-2 Coherence 110 
7f-3 Emphasis 112 
7g Using the proper tense 112 
7h Using graphics in your research paper 113 
7i Writing the abstract 119 

Revising Your Rough Draft
8a Principles of revision 123 
8a-1 Rereading your writing 123 
8a-2 Revising the paper from biggest to smallest elements 123 
8b Revising the opening paragraph 124 
8b-1 Revising the introduction 125 
a. Use a quotation 125 
b. Ask a question 125 
c. Present an illustration 126 
8b-2 Check that your paragraphs follow the sequence of topics in the thesis 126 
8b-3 Revising the body paragraphs 127 
8b-4 Check paragraph transitions 128 
8c Revising sentences for variety and style 129 
8c-1 Revise sentences to use the active voice 130 
8c-2 Revise to use an appropriate point of view 132 
8c-3 Revise sexist language 133 
8d Revising words: Diction 134 
8d-1 Revise diction for accuracy and exactness 135 
8d-2 Revise the overuse of phrases for subjects instead of single nouns 136 
8d-3 Revise redundant expressions 137 
8d-4 Revise meaningless words and phrases 137 
8d-5 Revise snobbish diction 138 
8e Rules for writers. Not. 138 

The MLA System of Documentation
9a Parenthetical documentation: Author-work (MLA) 143 
9a-1 What to document 144 
9a-2 Guidelines for in-text citations 144 
9b Format for "Works Cited" (MLA) 148 
9b-1 General order in references to books 149 
a. Author 150 
b. Title 151 
c. Name of editor, compiler, or translator 151 
d. Edition (other than first) 151 
e. Series name and number 151 
f. Volume number 152 
g. Publication facts 152 
Page numbers 153 
i. Medium of publication 153 
9b-2 Sample references to books 153 
a. Book by a single author 153 
b. Book by two or more authors 153 
c. Book by a corporate author 153 
d. Book by an anonymous or pseudonymous author 154 
e. Work in several volumes or parts 154 
f. Work within a collection of pieces, all by the same author 154 
g. Collections: Anthologies, casebooks, and readers 155 
h. Double reference-a quotation within a cited work 155 
i. Reference works 155 
(i) Encyclopedias 155 
(ii) Dictionaries and annuals 155 
j. Work in a series 155 
(i) Numbered series 155 
(ii) Unnumbered series 156 
k. Reprint 156 
1. Edition 156 
m. Edited work 156 
n. Book published in a foreign country 156 
o. Introduction, preface, foreword, or afterword 157 
p. Translation 157 
q. Book of illustrations 157 
r. Foreign title 157 
9b-3 General order in references to periodicals 157 
a. Author 157 
b. Title of the article 158 
c. Publication information 158 
d. Pages 159 
e. Medium of publication 159 
9b-4 Sample references to periodicals 159 
a. Anonymous author 159 
b. Single author 159 
c. More than one author 159 
d. Journal with continuous pagination throughout the annual volume 160 
e. Monthly magazine 160 
f. Weekly magazine 160 
g. Newspaper 161 
h. Editorial 161 
i. Letter to the editor 161 
j. Critical review 161 
k. Published interview 161 
1. Published address or lecture 162 
9b-5 References to electronic sources 162 
9b-6 General order in references to electronic sources 162 
9b-7 Sample references to electronic sources 163 
a. Abstract online or on CD-ROM 164 
b. CD-ROM 164 
c. Computer program 164 
d. Corporate website 164 
e. E-mail 164 
f. FTP source 164 
g. Gopher 164 
h. Government website 165 
i. Electronic mailing list 165 
j. MOOs and MUDS (synchronous communication) 165 
k. Online book 165 
I. Online database 165 
m. Online dictionary 165 
n. Online encyclopedia 166 
o. Online magazine article-author listed 166 
p. Online magazine article-no author listed 166 
q. Telnet 166 
r. Usenet 166 
s. Website-author listed 166 
t. Website-no author listed 166 
9b-8 Sample references to nonprint materials 166 
a. Address or lecture 167 
b. Artwork 167 
c. Film, videotape, orDVD 168 
d. Interview 168 
e. Musical composition 168 
f. Radio or television program 169 
g. Sound recording (compact disc or tape) 169 
h. Performance 170 
9b-9 Sample references to special items 171 
a. Artwork, published 171 
b. The Bible and other sacred writings 171 
c. Classical works in general 172 
d. Dissertation 172 
e. Footnote or endnote citation 172 
f. Manuscript or typescript 173 
g. Pamphlet or brochure 173 
h. Personalletter 173 
i. Plays 174 
(i) Classical play 174 
(ii) Modern play 174 
j. Poems 174 
(i) Classical poem 174 
(ii) Modern poem 175 
k. Public documents 175 
(i) The Congressional Record 175 
(ii) Congressional publications 175 
(iii) Executive branch publications 176 
(iv) Legal documents 176 
I. Quotation used as a source 177 
m. Report 177 
n. Table, graph, chart, map, or other illustration 178 
9c Content notes 178 
9c-1 Content note explaining a term 180 
9c-2 Content note expanding on an idea 180 
9c-3 Content note referring the reader to another source 180 
9c-4 Content note explaining procedures 180 
9c-5 Content note acknowledging help 180 
9c-6 Content note consolidating references 181 
9d Finished form of the paper 181 
9d-1 Appearance 181 
9d-2 Title page 181 
9d-3 Abstract 182 
9d-4 Pagination and headings 182 
9d-5 Spacing of text 183 
9d-6 Font 183 
9d-7 Illustrations, tables, and other graphics 183 
a. Tables 184 
b. Other illustrative materials 185 
9d-8 Use of numbers 188 
9d-9 Bibliography (titled "Works Cited") 188 
9e Peer review checklist 189 
9f Submitting your paper electronically 189 

The APA System of Documentation
10a Parenthetical documentation: Author-date (APA) 193 
1Oa-1 Examples of APA in-text citations to books 194 
a. One work by a single author 194 
b. Subsequent references 194 
c. One work by two authors 194 
d. One work by three to five authors 195 
e. Work by six or more authors 195 
f. Corporate author 196 
g. Works by an anonymous author or no author 197 
h. Authors with the same surname 197 
i. Two or more works in the same parentheses 197 
j. References to specific parts of a source 198 
k. Personal communications 198 
1. Citation as part of a parenthetical comment 199 
10a-2 Avoiding clutter in the text 199 
10b Format for "References" (APA) 199 
10b-1 General order for books in "References" 200 
10b-2 Sample references to books 201 
a. Book by a single author 201 
b. Book by two or more authors 201 
c. Edited book 201 
d. Translated book 202 
e. Book in a foreign language 202 
f. Revised edition of a book 202 
g. Book by a corporate author 202 
h. Multivolume book 203 
i. Unpublished manuscript 203 
10b-3 General order for periodicals in "References" 203 
10b-4 Sample references to periodicals 204 
a. Journal article, one author 204 
b. Journal article, up to six authors 204 
c. Journal article, paginated anew in each issue 204 
d. Journal with continuous pagination throughout the annual volume 205 
e. Magazine article, magazine issued monthly 205 
f. Magazine article, magazine issued on a specific day 205 
g. Newspaper article 205 
h. Editorial 206 
i. Letter to the editor 206 
j. Review 206 
10b-5 Sample references to electronic sources 206 
a. Abstract online 207 
b. CD-ROM 207 
c. Computer program 208 
d. Corporate website 208 
e. E-mail 208 
f. FTP source 208 
g. Gopher 208 
h. Government website 208 
i. Electronic mailing list (Listserv) 209 
j. MOOs and MUDs (synchronous communication) 209 
k. Online book 209 
1. Online database 209 
m. Online dictionary 209 
n. Online encyclopedia 209 
o. Online magazine article-author listed 210 
p. Online magazine article-no author listed 210 
q. Telnet 210 
r. Usenet 210 
s. Website-author listed 211 
t. Website-no author listed 211 
u. Message posted to a group 211 
10b-6 Sample references to nonprint materials 211 
a. Motion picture 211 
b. Audio recording (cassette, record, tape, compact disc) 212 
10b-7 Sample references to special items 212 
a. Government documents 212 
(i) Congress 212 
(ii) Executive branch 212 
b. Legal references 213 
(i) Court case 213 
(ii) Statute 213 
(iii) Treaty 213 
c. A report 214 
10c Writing the abstract 214 
10d Finished form of the paper 215 
10d-1 Two kinds of APA papers: The theoretical and the empirical 215 
10d-2 Appearance of the final copy 216 
a. Outline 216 
b. Title page 216 
c. Abstract 217 
d. Text 218 
e. Content notes and endnotes 218 
f. Illustrations: Tables and figures 218 
(i) Tables 218 
(ii) Figures 219 
g. Use of numbers 220 
h. Using the right tense 220 
i. Bibliography (titled "References") 223 
10e Peer review checklist 224 
10f Submitting your paper electronically 224 

The Traditional System of Documentation (CMS)
11a Footnotes and endnotes 227 
11a-1 Formatting of notes 227 
11a-2 Rules for numbering the notes 229 
11a-3 Sample footnote references to books 230 
a. Single author 231 
b. More than one author 231 
c. Work in several volumes or parts 231 
d. Collections: Anthologies, casebooks, and readers 232 
e. Double reference-a quotation within a cited work 232 
f. Edition 232 
(i) Revised edition 232 
(ii) Edited collection 232 
(iii) Work of an editor 232 
g. Translation 233 
11a-4 Sample footnotes for periodicals 233 
a. Anonymous author 233 
b. Single author 233 
c. More than one author 233 
d. Journal with continuous pagination in the annual volume 233 
e. Journal with separate pagination for each issue 234 
f. Monthly magazine 234 
g. Weekly magazine 234 
h. Newspaper 234 
i. Editorial 235 
j. Letter to the editor 235 
11b Subsequent references in footnotes and endnotes 235 
11c Electronic sources 236 
11d Finished form of the paper 237 
11d-1 Abstract 238 
11d-2 Pagination and text format 238 
11d-3 Content or reference notes 238 
11d-4 Illustrations: Tables and figures 239 
a. Tables 239 
b. Other illustrative materials 239 
11d-5 Use of numbers 240 
11d-6 Bibliography 241 
11e Peer review checklist 241 
11f Submitting your paper electronically 242 

Sample Student Papers
12a Paper using author-work documentation (MLA) 245 
12b Paper using author-date documentation (APA) 255 
12c Paper using footnote documentation (CMS) 268 
APPENDICES

Mechanics 275 
Al Numbers and dates 275 
Al-a Percentages and amounts of money 275 
Al-b Inclusive numbers 276 
Al-c Roman numerals 276 
Al-d Dates 276 
A2 Titles 277 
A2-a Titles underlined or in italic 277 
A2-b Titles in quotation marks 279 
A2-c Titles within titles 281 
A2-d Frequent references to a title 281 
A3 Italic and underlining 281 
A4 Names of people 282 
A5 Hyphenating words 283 
A6 Spaces and punctuation marks 284 
A7 Foreign-language words 285 
A8 Abbreviations 285 
A8-a Commonly used abbreviations 286 
A8-b The Bible 290 
A8-c Shakespeare 291 
A8-d Days and months 292 
A8-e States and U.S. territories 292 
A8-f Publishers' names 293 
A8-g Abbreviations 295 
A9 Spelling 296 

General and Specialized References, an Annotated List 297 
131 A list of general references 297 
B1-a Sources that list books 297 
B1-b Sources that list periodicals and newspapers 298 
131 -c Sources about general knowledge 301 
B1-d Encyclopedias 301 
131 -e Sources about words: Dictionaries 301 
131 -f Works about places 303 
131 -g Works about people 303 
131 -h Resources about government publications 306 
B1-i Sources about nonbooks (nonprint materials) 307 
B2 A list of specialized references 310 
B2-a Art 310 
B2-b Business and economics 312 
B2-c Dance 314 
B2-d Ecology 315 
B2-e Education 315 
B2-f Ethnic studies 316 
B2-g High technology 318 
B2-h History 319 
B2-i Literature 321 
B2-j Music 324 
B2-k Mythology, classics, and folklore 326 
B2-I Philosophy 327 
B2-m Psychology 328 
B2-n Religion 329 
B2-o Science 330 
B2-p Social sciences 331 
B2-q Women's studies 331 
Credits 333 
Index 335 

Copyright 2009 Cengage Learning, Inc. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.
When Writing the Research Paper: A Handbook was first published twenty-eight years ago, the first shot had not been fired in the computer revolution, and all researchers were still yoked to the typewriter where the slightest mistake in a line had to be paid for in the drudgery of retyping an entire page. Computers had not become as plentiful as toasters, and the Internet was no more than one or two sparse bulletin boards as primitive as the old-fashioned telegraph. Online sources were unknown, and the idea of communicating with the use of color graphics in a research paper was nothing more than a dream.
From the start, our intention was to make this book as "unbooklike" as possible. No one who has to write a research paper wants to waste time by studying the ins and outs of documentation or the protocols of research. When we ourselves were harassed students, snowed under by a blizzard of work, we learned only those research conventions we needed to write the paper. If we needed to know, for example, how to cite an article from a journal paginated anew in every issue, we wanted to learn this without having to read ten pages of a manual. Six editions have since passed with the focus of this book remaining unchanged.
This is a book not meant to be read, but merely consulted. Everything the student researcher needs to know is laid out in stand-alone sections, paragraphs, and servings. One can nibble tidbits of knowledge from this smorgasbord without eating the whole meal. There is no necessary continuation running between the chapters except a common focus on the research paper. Every unit informs separately without relying on information found elsewhere. This is more a dictionary, in sum, than a discursive book.
The seventh edition atomizes even further everything the student needs to know about research paper writing. Here are the highlights of what we have done:
❑ This edition now treats in separate chapters the documentation styles of the MLA, APA, and CMS. We have done away with any explanation intended to show the differences between these styles. A student writing a paper using the MLA style does not need to know what APA or CMS requires any more than a backyard gardener growing tomatoes needs to know how crops are rotated in Morocco. Such gratuitous information will only confuse, not enlighten.
❑ We have added a new chapter, Chapter 8, "Revising Your Rough Draft," to help students navigate the revision process, covering such topics as spicing up introductions, revising for variety and style, and using the active voice.
❑ Based on reviewer comments, we will no longer cover the Council of Biology Editors (CBE) style manual and The Columbia Guide to Online Styles (CGOS). Never fear, however, because links to both will be available on the book's website.
❑ We have revised and brought up to date every discussion of computer technology and its usefulness to the researcher.
❑ We have gone through the entire book, updating everything we say about writing a research paper, making changes-large and small-to virtually every chapter and topic.
❑ We continue to use an accessible and friendly writing style that students and instructors have told us they like.
❑ We have changed two of the three sample student papers used as annotated models of the different styles.
❑ A highlight is the addition of dividers to form a gallery of images representing discoveries that have improved life on our planet. Each divider represents a famous researcher and/or a famous discovery-from Copernicus's discovery of the earth's orbit around the sun to the invention of the computer and its revolutionary effects. Teachers may use these dividers as springboards for student research or just as a break in the routine of teaching how to write a good paper.
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Nicolaus Copernicus, a Polish astronomer, revolutionized philosophy and theology. After constant observation of the skies, he published his masterpiece, De Revolutionibus Orbium Coelestium (1543), in which he argued that the earth orbited the sun and not vice versa. His ideas formed the basis of the Copernican system, generally accepted today, but considered heretically evil in Copernicus's time because it removed the earth (and human beings) from being at the center of God's creation.
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Writing the research paper: Steps and schedule

1. How can I make writing a research paper more enjoyable? See la.
2. Why is format so important? See 1c.
3. What does a first draft look like? See 1f.
4. What is the difference between the report paper and the thesis paper? See 1e.
5. How can I avoid being late with my paper? See 1g.
6. Why are research papers assigned, anyway? See 1d.

Fear of the research paper
If you're afraid of writing a research paper, welcome to the club. Millions of students feel as you do. Another few million former students-among them your authors-once felt exactly the same way. Yet for all the anxiety that the research paper provokes, it has outlasted generations of its haters. Obviously it must be good for something, or else it would have been swept away long, long ago.
In fact, the research paper is an excellent tool. It is a mini-classroom intended solely for your benefit. It is an intense learning process focused on a topic you choose. Of course, it is possible that the instructor will assign a specific topic, but typically topic choice is left up to the writer and is even sometimes regarded as a test of the writer's judgment. The student who chooses a vast topic, such as wars throughout the ages, has taken on too big a job. On the other hand, the student who chooses to write on the history of the tire iron is proposing a topic that is too small.
Writing a research paper also has practical effects that could help you in later life. Research is research, and the techniques you learn from writing a research paper about, say, why the poetry of Edgar Allan Poe was so appealing in his time, will also apply to writing a business paper about, say, why a certain product isn't selling today. In both instances, you would be researching causes. The research paper, in other words, is not art for art's sake; it's art for your sake (unless your name is Art).
Choosing a subject you really like is the first step in making the research paper a learning experience that's also fun. It is also helpful if the topic of your paper is one that you know well. If you grew up in Iran, for example, you might write about significant holidays in your homeland. Although that topic might seem dull to you, it would most likely intrigue an American reader, particularly one who has never traveled to your country. Moreover, because you know the topic as only a native can, you could no doubt write pages on it.

Definition of the research paper
Research comes from the Middle French word rechercher, meaning "to seek out." Writing a research paper requires you to seek out information about a subject, take a stand on it, and back it up with the opinions, ideas, and views of others. What results is a printed paper variously known as a term paper or library paper, usually between five and fifteen pages long-most instructors specify a minimum length-in which you present your views and findings on the chosen subject.

Format of the research paper
Life would be simpler for the researcher if there were one universal format applicable to all disciplines. Unfortunately, there isn't. Every research paper must therefore conform to a specific format, like the one invented by the Modern Language Association (MLA), a society of language scholars; or the American Psychological Association (APA), a society of scientific scholars; or the Chicago Manual of Style (CMS), created by a board of editors. The format governs the entire paper, from the placement of the title, to the width of the margins, to the notation used in acknowledging material from other sources.
The format of scholarly writing is simply an agreed-on way of doing thingsmuch like etiquette, table manners, or rules of the road. For instance, in literary articles recently published you are likely to run across passages similar to this one:
Brashear considers Tennyson to be at his best when his poetry is infused with that tragic hour when the self fades away into darkness, fulfilling all of the poet's despairing pessimism" (18).

The period always goes after the parenthetical reference at the end of a sentence.
This citation uses parenthetical documentation, a style favored by the MLA. The author of the quotation is introduced briefly; the quotation is cited; and a page reference is supplied in parentheses. In the alphabetized bibliography of the article appears this listing:
Brashear, William. The Living Will. The Hague: Mouton, 1969. Print.

Here is the MLA formula for citing a book:
Inverted name of writer. Title of Book. Place of publication: Name of publisher, Year of publication. Medium of publication.
This sort of standardization makes it easier to write a scholarly paper as well as to read one. Part of your baptism of scholarship is to become familiar with the major citation styles used by different disciplines-most of which are covered in this book. Your instructor no doubt will tell you what documentation style to use. Once you know that, you can concentrate on mastering that style and ignore the others.

Reasons for the research paper
One obvious reason for the research paper is that writing it forces you to learn lots about your chosen subject. Sifting through the pros and cons of opinions on any subject is a priceless learning experience. Another reason is that writing the paper teaches you the conventions of scholarly writing, among them the accepted styles of documentation and the ethics of research.
A third reason is that you will become familiar with the library through the "learning by doing" method. Even the simplest library is an intricate storehouse of information, bristling with indexes, encyclopedias, and abstracts. How to seek out from this maze of sources a single piece of information is a skill you learn by actual doing. Writing a research paper may also mean interviewing experts about your subject and blending their ideas with your own distinct point of view. In short, you, like everyone else, can profit from knowing how to do research.
There are other benefits as well. Writing the research paper is an exercise in logic, imagination, and common sense. As you chip away at the mass of data and information available on your chosen topic, you learn
❑ How to track down information
❑ How to organize
❑ How to use the Internet in your research
❑ How to discriminate between useless and useful opinions
❑ How to summarize
❑ How to budget your time
❑ How to conceive of and manage a research project from start to finish

The report paper and the thesis paper
Papers assigned in colleges are one of two kinds: the report paper or the thesis paper. The report paper summarizes and reports your findings on a particular subject. You neither judge nor evaluate the findings; you simply relate them in a logical sequence. For instance, a paper that describes the opinions of experts in the debate over global warming is a report paper. Likewise a paper that chronologically narrates the final days of Hitler is a report paper.
Unlike the report paper, the thesis paper takes a definite stand on an issue. A thesis is a proposition or point of view that you are willing to argue against or defend. A paper that argues for the legalization of stem cell research is a thesis paper. So is a paper that attempts to prove that air bags save lives. Here are several more examples of topics that might be treated in report papers and thesis papers:
Report paper: How the Beatles got started as a rock group.
Thesis paper: The Beatles' lyrics gave hope to a disenchanted youth during the 1960s and 1970s.
Report paper: A summary of the theories of hypnosis.
Thesis paper: Hypnosis is simply another form of Pavlovian conditioning.
Report paper: The steps involved in passage of federal legislation.
Thesis paper: Lobbyists wield disproportionate influence on federal legislation.
Instructors are more likely to assign a thesis paper than a report paper, for obvious reasons: Writing a thesis paper requires you to exercise judgment, evaluate evidence, and construct a logical argument; writing a report paper does not.

Drafts of the research paper
Whether your paper is a report paper or a thesis paper, experience over the years has shown that producing a good one takes a minimum of three drafts. Many writers, your authors among them, do many drafts, umpteen at least. Three drafts, in other words, are the barest minimum.
Each draft is a separate stage in the progress of the paper. The first draft should be rough and much scribbled over, and should show definite signs of the wear and tear that inevitably come with composition. If your first draft isn't beat-up, you're either a miraculous writer or one who does not understand a basic truth about writing: First drafts are supposed to be messy. They are supposed to show signs of major rewriting and the back-and-forth movement of composing. In academic circles, that movement is called recursive, meaning that the writer goes back and forth over the material in the process of finding the right words to express ideas on paper. You might write a paragraph, stop, go back to the first sentence and change it, and then add the beginning of a second paragraph before pausing to rewrite some more of the first paragraph. Writers do not write as the crow flies, in a straight line, but rather as the bee does, buzzing back and forth, in fits and starts. If you find yourself writing this way, you're not being amateurish or inept; you're working exactly as writers typically do.
Here is an example of a first draft of an actual student paper:



Typical of first drafts, this one looks messy and scribbled over. Our point-and it cannot be made too often-is that you should not feel discouraged if your first drafts are messy. That's the way they're supposed to be. After you have corrected your first draft, it becomes your second draft. Here is the student's second draft as corrected:



Research paper assignments have a way of creeping up on you. To avoid being ambushed by an overdue assignment, start working on the paper as soon as it is assigned. Once you get started, make a schedule and stick to it.
Ordinarily, as the example shows, writers make fewer and smaller changes in a second draft than in a first. But writing is nothing if not unpredictable, and many writers have found themselves in the odd position of totally rewriting a paper because they were unhappy with a second draft. The point is that the process of writing is rarely smooth, often messy, and seldom predictable; and inevitably it's recursive. Expect this kind of chaos when you write, and you won't be surprised.
The third and final draft is the one you submit. At this stage you're likely to think that your work is done. It may not be. Even the final draft might be ripe for change. If from this discussion you get the idea that the work of writing is never really done, you would not be entirely wrong. Sooner or later, of course, every scribbler must put down the pen and turn over the goods. Still, it is common for writers, on rereading a work written many years earlier, to get the itch to write it again. That's why many professional writers make it a point never to reread their published works.
Here is the final draft as it was submitted to the instructor:
Conformity means being compliant with the standard and expected behavior of mainstream society. In contrast, any behavior that deviates from what is expected is considered nonconformity. A nonconformist is a person who rejects the established norms or customs ordinarily followed by society. However, blindly accepting the conformist's traditions and fashions is often to be narrow-minded because many traditions are flawed. In order to be self-reliant, we must ask ourselves if we agree with the standards and traditions that most of society blindly follows. Still, certain accepted norms are needed to maintain order; these norms are everyday laws and nondeviant behavior. Three works--"Mending Wall" by Robert Frost, Antigone by Sophocles, and "Dead Man's Path" by Chinua Achebe--reveal varying degrees of individualism in the different characters portrayed. These characters call into question authority, tradition, and laws.
The speaker in "Mending Wall" is a New England farmer whose neighbor believes that "good fences make good neighbors." Whenever part of the rock wall between the neighbors' properties collapses, he calls his neighbor, and to gether they walk the line to repair the breaches. The speaker realizes that this wall is unnecessary because He is all pine and I am apple orchard." In other words, there are no cows to wander into each other's territory. But the neighbor is a blind conformist whose ancestors built walls; therefore, he, too, will mend a wall. Like his father and grandfather before him, he holds to the tradition that well-defined property lines make good neighbors. He never questions the reason for such a tradition....

Writing the research paper: Steps and schedule
It is impossible to produce a schedule that exactly matches every student's researchpaper assignment. But generally there are seven distinct steps in the process, requiring you to submit at least five hand-ins over a period of five weeks. With some variations, many instructors observe this schedule:



We realize how indebted humankind is to Johannes Gutenberg when we consider that before his time, ordinary citizens did not have access to books or periodicals, but were dependent on the oral tradition of knowledge. Gutenberg is credited with inventing the first printing machine using hand-set movable type. All characters were of equal height, and the printing was done on handmade paper. Gutenberg was trained as a goldsmith, but he became a partner in a printing plant, where he experimented with movable print. The masterpiece of his press was the Mazarin Bible (1455), which allowed many readers to study the Bible firsthand. Other quality materials from his press also contributed significantly to the technology of human communication.
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How to choose a topic

Topics to avoid

Narrowing the topic

1. What topics should I avoid? See 2b.
2. How can I be sure that my paper can adequately cover my topic? See 2b-1.
3. How can I narrow a topic? See 2c.
4. Why shouldn't I choose a topic like abortion or the death penalty? See 2b-5.

How to choose a topic
Probably no single step is as important to the whole process of writing a research paper as the choice of a topic. You're like a traveler who is choosing where to go. If it's someplace you like, you'll enjoy getting there. If it turns out to be a place you don't like, getting there will make you miserable. Ideally you should choose a topic that interests you, that is complex enough to need several research sources, and that will not bore-or talk down to-your reader.
❑ Pick a topic you like, are curious about, are an expert on, or are genuinely interested in. It can be a contemporary topic, such as fighting obesity in children and teenagers, the effect of televising war, or how modern rap lyrics affect society. The topic can also be a more historical one, such as the life of Dag Hammarskjold, Secretary General of the United Nations from 1953 to 1961; the effect of religion on American politics; or how language is used in advertising. Whatever your topic, it must be approved by your instructor.
❑ If you are utterly at a loss for a topic and cannot for the life of you imagine what you could write ten whole pages on, go to the library and browse. Pore over books, magazines, and newspapers. Better yet, if your library has one, use its online public-access catalog (OPAC), a modern version of the card catalog, to search for ideas. An OPAC can locate any book in the library by author, title, and subject. For example, let's say you want to write a paper on a topic about children. Here's what you do:
1. Type the subject children into the OPAC terminal. The following subtopics are displayed on the computer screen:
Childbirth (psychological aspects)
Child language
Childlessness
Child rearing-United States
Children employment
Child welfare
2. The list goes on, but you are drawn to the idea of children and language. Clicking on "Child language" produces the following book titles on the screen-along with the author, a library filing number, and the copyright date:





Most OPACs indicate whether a book is checked out or is available. Some are so sophisticated that they summarize all listed books. You can track down any listed book and thumb through its table of contents and bibliography for ideas. This bit of detective work, which you begin by finding out about the OPAC in your library, is an excellent place to start hunting for a topic.
❑ Your librarian can direct you to other electronic storage sources. CD-ROMs, for example, can store vast amounts of information on any topic. The entire works of Shakespeare could easily fit on a single CD-ROM. Any information in a CDROM file can be printed out easily for further study.
❑ If you still can't find a suitable topic, it's time to fire up the computer and search the Internet for ideas (see Chapter 5 for advice on using the Internet). For example, we used one of the most popular search engines, Google, and did a search for "research paper topics." In less than ten seconds we had 200,000,000 hits with suggestions ranging from Affirmative Action to Health Care Reform to Global Warming. After getting 200,000,000 suggestions, some of them very specific, if you can't find something to write about, then you're really in a pickle. For example, if you were interested in doing a paper on fictional detectives, you could enter this topic in a search engine. It might lead you to a link that never occurred to you, namely, black fictional detectives. That could result in an intriguing paper.
❑ An encyclopedia is also an incredibly rich source of possible topics. Browse through the entries until you find an appealing subject. Check the two-volume Library of Congress Subject Headings (LCSH) for a heading that appeals to you. Any general idea can be whittled down to a specific topic (see 2c), but first you must get a general idea. Many libraries have an encyclopedia online or on CDROM. Searching it online is fast and easy. There's also an encyclopedia available at www.encyclopedia.com. Searching it is free.

Many Internet sites offering to help you write a term paper are actually websites for research paper vendors. Don't be tempted to buy a paper! Many instructors use a software program that can detect papers purchased online. If you're found out, you'll be in big trouble. Buying a paper is like hoping to get into shape by having a friend do your exercises for you.
❑ Take your time searching for a topic. Don't settle on the first idea that pops into your head. Think it over. Ask yourself whether you would enjoy spending five weeks reading and writing about that topic. If you have doubts, keep looking until you hit on an idea that excites you. All of us are or can be excited about something. Whatever you do, don't make the mistake of choosing any old topic. Choose carelessly now, and you'll pay later in boredom. Choose carefully, and you'll be rewarded with the age-old excitement of research.
❑ One of the best ways to find and narrow a topic is to ask yourself questions about your general interests. The idea is to probe until you hit a nerve. You might begin by asking yourself some general questions: What do I want to write about? What particular subject interests me? What do I really like? If you have no immediate answer, keep asking the questions. Once you have an answer, use it to ask another, more focused question. For example, if your answer to "What do I really like?" is literature, you can then ask "What kind of literature?" By this process, you gradually narrow your range of writing options. It's simple, and it works. All you need is a moment of reflection.

Topics to avoid
Some topics present unusual difficulties; others are simply a waste of time. What follows is a summary of topics to avoid.
2b-1 Topics that are too big
Check the OPAC or card catalog at your library. If you find that lots of books have been written about your topic, then it is probably too big. Reference sources that multiply like flies; a bibliography that grows like a weed; opinions, data, and information that come pouring in from hundreds of sources-all indicate a topic that is too big. The solution is to narrow the topic without making it trivial. Here are some examples: "The Influence of Greek Mythology on Poetry," "The Rise and Fall of Chinese Dynasties," "The U.S. Constitution," "India in the Age of the Moguls," "Famous Operas Performed at the Metropolitan Opera House." Any of these mammoth subjects could be narrowed down to a nicely focused topic. For instance, "India in the Age of the Moguls" could be narrowed to "Royal Monuments of India during the Age of the Moguls."
2b-2 Topics based on a single source
The research paper is intended to expose you to the opinions of different authorities, to a variety of books, articles, and other references. If a topic is so skimpy that all the data on it come from a single source, you're defeating the purpose of the paper. Choose only topics that are broad enough to be researched from multiple sources.
A paper on the life of a person is one example of a topic that can lead to relying too heavily on a single source. If the person is famous enough, the danger is not a lack of information; rather, you may become so charmed by a compelling biography of your subject that you overquote from it. Or, if your chosen person is a marginal figure whose fame barely fills the fifteen-minute span in the spotlight said to be awaiting all of us, you might rely too heavily on a single biographical source. As a general rule, if you choose to write about a person, it is better to come up with an approach that naturally allows the use of a variety of sources. For instance, if you were writing about James Monroe, you might narrow your focus to the Monroe Doctrine, a topic that would require research into multiple sources.
2b-3 Topics that are too technical
Writing about things that are technical often requires technical jargon that your instructor might not understand and might even dismiss as a "snow job." Also, the skills that a research paper should teach are better learned in a paper on a general topic. Naturally, whether your paper is too technical depends on the class for which it is written. Ask your instructor. A topic like "Heisenberg's Principle of Indeterminacy as It Applies to Subparticle Research" is fine for a physics class but a dubious choice for an English class. Stick to topics that don't demand special knowledge of a particular subject and that are broad enough to be understood by any educated reader.
2b-4 Topics that are trivial
Your judgment must steer you away from trivial topics. The safest bet is also the most sensible one: Again, ask your instructor. Here are some topics that might strike some instructors as too trivial: "The Use of Orthopedic Braces for Dachshunds Prone to Backaches," "The Cult of Van Painting in America," The History of the Tennis Ball," "How to Get Dates When You're Divorced," and "How to Diaper an Unruly Baby." Sometimes a good topic can be made trivial by its treatment. For example, "Fictional Detectives on Foreign Postage Stamps" might strike some instructors, including us, as an insignificant topic.
Sometimes a topic is trivial because it is obvious. For instance, everyone agrees that walking is good aerobic exercise, but the subject is so tame that unless you're a really good writer, a whole paper on the subject will likely fall flat. Likewise a paper on growing carrots in your backyard as a hedge against the possibility of a worldwide carrot shortage is not likely to inspire you to do your best writing.
2b-5 Topics that are overused
Opinions on topics that have been the subject of heated public debate tend to harden into familiar postures, making them difficult to write about in a temperate tone. Numbered among those topics are abortion, teenage marriage, the legalization of drugs, euthanasia, capital punishment, substance abuse, global warming, and cruelty to animals. We do not mean to say that these topics are unimportant; indeed their overuse is partly a measure of their importance in the public consciousness. But writers who tackle overused topics often parrot well-known prejudices as if they were unique. If you cannot help yourself and must write about an overused topic, at least try to approach it from a new angle. For instance, if you intend to write about abortion, comparing the effects of the RU-486 pill with that of surgical abortions would be different enough to save you from a whirlpool of cliches. Or if you feel compelled to write your paper on euthanasia, you might avoid the emotional hot spots by dispassionately analyzing the laws of your state that govern medically assisted suicide.
2b-6 Topics that are contemporary
Students often are tempted to choose a contemporary topic, one that is being hotly debated at the moment. The topic may be loaded with scandal, making it fascinating to the press and the general public. But contemporary topics are best avoided for two reasons: First, it often is difficult to find unbiased sources; second, the information that is available usually comes from newspapers and magazines whose speculative reporting can make your documentation seem flimsy. Intellectually solid papers should reflect opinions taken from a variety of sources-books, periodicals, reference volumes, specialized indexes, and various electronic sources-which requires a topic that has weathered both time and scholarly commentary. If you find yourself drawn to a too-contemporary topic, our advice is that you try to locate an equivalent in the past and write about that instead. So, for example, instead of writing about a revolutionary war that broke out yesterday in some Baltic state, in the Middle East, or in Africa, you might turn your attention to a well-documented equivalent, say the Castro revolution in Cuba, or the revolution for independence under Bernardo O'Higgins in Chile.

Let your initial search for sources help you narrow your topic. If that search turns up a severe lack of sources-both in the library and on the Internet-consider tackling another topic. In other words, avoid any topic so rare that you have to spend all of your time chasing down sources.

Narrowing the topic
No python knows the exact dimensions of its mouth, but any python instinctively knows that it cannot swallow an elephant. Experiment with your topic: Pursue one train of thought, and see where it leads. Does it yield an arguable thesis? Pare down and whittle away until you have something manageable. Bear in mind the length of your paper versus the size of your topic. Most research papers are about ten pages long-some books have longer prefaces. Following are a few examples of the narrowing you will have to do.

The first attempt at narrowing a subject usually is easier than the second, which must yield a specific topic. Use trial and error until you have a topic you like. Further narrowing may occur naturally after you are into the actual research. Remember that whatever subject you choose must be approved by your instructor. So before you become too involved in narrowing the subject, be sure that its basic concept has your instructor's blessing.

Born as a slave around 1864, George Washington Carver will always be identified with the peanut. He is credited with improved crop management of the peanut and with demonstrating its many varied applications and uses. Carver was bought by German farmer Moses Carver from slave traders for a racehorse worth $300. He was educated by walking nine miles a day to get to school. Graduating high school, he was rejected by several colleges because of his race, but eventually gained admittance to the Tuskegee Institute, where he continued his research into peanuts. In his lifetime, his fame was worldwide, and through his influence the peanut became the main agricultural product in Alabama. Carver died in 1943, leaving most of his fortune to the Tuskegee Institute.
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Layout of the library

Organization of the library collections

1. How are books classified in a library? See 3b.
2. Where have all the index cards gone? See 3a.
3. What are PACs and OPACs? See 3a-1.
4. Are any databases available without a fee? See 3a-2.
5. What are stacks? See 3a-4.

Layout of the library
The library of 1979, when this book was first published, is not the same as the library today. The main difference is the use of computers. Card catalogs, those beehive stacks of drawers crammed with alphabetized 3 X 5 cards indexing the library's collection, have all but disappeared. Few libraries still use them, and those that do are phasing them out.
Basic architectural design differs from one library to the next, but certain facilities are standard. All modern libraries are equipped with computers available to students, photocopy machines, and a connection to the Internet, whether through a dedicated telephone line or high-speed cable modem.
Although the layout of the library may have changed, library etiquette has not. Patrons are still asked to whisper rather than talk aloud, to not pop bubble gum or stick the chewed-up gum under desks, and to not reshelve books or any other library materials. In addition, common courtesy requires that all borrowed books be returned on time in the same condition they were received.
3a-1 The computer
Gone from most libraries is the horse and buggy technology of the bulky card catalog. In its place is the electronic miracle of the digital computer. The difference in efficiency and accessibility is nothing short of astounding. A search of the card catalog for a title used to take minutes; now it takes milliseconds. In the blink of an eye, related titles can be displayed. Many colleges even allow remote access to students who have personal computers by assigning them a password. The result is that a student can access an entire library from virtually everywhere-a dorm room, an apartment off-campus, a computer cafe in Tahiti. A few colleges even provide laptop computers to their students. As the price of computers continues to fall, the trend of every student having a laptop is likely to become the norm. For an example, in 1981 a state-of-the-art computer with a dot matrix printer cost $8,500. Today the same machine but twenty times more powerful is less than $500.

If you want to know if a certain book is available for purchase or still in print, go to www.amazon .com and key in the title or author. Here, online, is an amazing collection-the equivalent of Books in Print-accessible in just a few clicks of your mouse.
In addition to cataloging and organizing the collection of a library, computers used in most libraries are also linked to useful databases. These computerized systems are known as public-access catalogs (PACs) or online public-access catalogs (OPACs); their databases list titles of articles and essays as well as full text material to which the user has easy access, either to print out as a hard copy or to read on the screen. (For more on databases, see 5c-1.)

Access to a growing number of college libraries is available online, on the web. For example, the library of the Georgia State University in Atlanta allows students, and others, to search its online card catalog as well as several databases from any computer connected to the Internet. The library's home page, which is probably similar to the home page of your own college library, is reproduced in Figure 3-1 above.
To search for a book in the GSU Library, we simply typed in the title of one of our books, Rhetoric Made Plain. The response-which was almost immediate-is shown in Figure 3-2. It not only gives information about the book; it also displays the call number, the book's availability, and its location in the library. With this online service, a user can also search the Union Catalog, a database that contains information about the holdings of virtually every major college library in Georgia. And the system permits access to a variety of databases through the Galileo system (see 5c-1). Ask your librarian about the facilities available in your library.
Most libraries belong to a consortium of libraries linked through a network that allows access to the holdings of other members. If one college library doesn't have a particular title, you can most likely find it in the collection of another. If your library doesn't own a certain title, ask your librarian about the possibility of an interlibrary loan from a member of the consortium. Remember, however, that getting a book or periodical from another library may take several days, which could slow down your research project.


If your subject sends you on a search for rare books, search the mother of all online catalogs, the Online Computer Library Center (OCLC). Another good resource is the Library of Congress, online at catalog.loc.gov. (See Chapter 5 for more about research on the web.)
3a-2 Online full-text databases
The most useful databases offer the full text of an article or book rather than an index that sends you scurrying to a library. Different libraries subscribe to different databases, so your first order of business as a researcher is to find out which databases are available in your school library. Other databases available on the Internet without a subscription fee can be found by using any search engine (for more on search engines, see 5d). Here are some useful databases found in most libraries:
1. Oxford English Dictionary
2. Encyclopedia Britannica
3. American National Biography
4. The Grove Dictionary of Art Online
5. Routledge Encyclopedia of Philosophy
Some databases cover many years; others index only relatively recent information, generally over the past ten years. Databases also vary in scope of coverage: Fulltext databases provide entire articles that can be printed out; others provide only abstracts-summaries of articles. Following are some popular full-text databases.
HighWire Press: Sponsored by Stanford University and available at highwire .stanford.edu, this database contains many free journals in the life sciences, physical sciences, social sciences, and medicine.
Merlot: Multimedia Educational Research for Learning and Online Teaching: Merlot (www.merlot.org/merlot/index.htm) offers a selection of materials in thirteen "communities," subject areas ranging from biology to world languages, all free. A warning, though: The materials are not subject to peer review, so you should be wary of the information in them. (For more on how to evaluate an electronic source, see 5f.)
Project Gutenberg Electronic Public Library: Started by Michael Hart in 1971, Project Gutenberg (promo.net/pg) aims to make available online books that are in the public domain-meaning, as a rule of thumb, books published before 1923. The ambitious goal of the project was to have 10,000 books online by the end of 2001. At the close of that year, however, the system had 4,161 e-texts online-still a substantial number. New titles are expected to be added at the rate of 100 per month.
3a-3 Microform indexes
Online sources are gradually replacing the once-popular microform, a system that stored magazines and newspapers on a small single sheet of film (microfiche) or a roll of film (microfilm). In addition to an OPAC, some libraries continue to use microform indexes for both periodicals and their permanent book collections. Systems vary from one library to another. Most depend on microfilm readers that allow for a fast scan or a slow search. A microfiche storage system is also used to catalog articles published in major national newspapers. Either system (or both) may be available in your library. Ask the librarian.
3a-4 Stacks
The stacks are the shelves on which books and periodicals are stored in the library. The stacks can be open or closed. If the stacks are open, you may roam at will among the shelves and handle the books; if the stacks are closed, you must obtain books from a clerk by listing the title of each book, its author, and its call number on a request slip. Closed stacks are more common at larger libraries; in smaller libraries the stacks are often open.
3a-5 Reference room or shelf
Encyclopedias, indexes, gazetteers, and other works that are ordinarily consulted for information rather than read from cover to cover are stored in the reference room or on the reference shelf. Usually large and unwieldy, these volumes are generally available for use only within the library; they cannot be checked out. Many are available either online or on CD-ROM. If you need help, ask the reference librarian.
3a-6 Main desk
The main desk functions as an information center as well as a checkout counter for books. Librarians and clerks stationed here are trained to help a researcher find material or track down difficult sources. Library personnel can be of invaluable assistance; if you are confused or lost, don't be afraid to ask them for help. Many libraries employ a full-time librarian to supervise the reference section and to help students find the right reference material.

The reference librarian can be the researcher's best resource. This person usually has a wealth of information at hand and can be of invaluable help. Some libraries even offer a reference librarian's service over the telephone or via e-mail.
3a-7 Reserve desk
Reserve books are kept at the reserve desk. Books on reserve are available for use only in the library and only for a limited time, generally for an hour or two. Instructors often place on reserve any book or magazine essential to their lectures or courses. When the demand for a book exceeds the supply, the book often is placed in the reserve collection, which in many libraries is listed in a separate reserve catalog.
3a-8 Audiovisual room
Cassettes, tapes, music CDs, DVDs, picture slides, filmstrips, and other nonbook media are stored in an audiovisual room and generally indexed by whatever conventional filing system the library uses (see 3b-1 and 3b-3). The audiovisual librarian can help you locate this kind of material. Often the audiovisual room adjoins an equipment area where students can listen to tapes or watch a film. Some libraries, replete with extensive new audiovisual hardware, now call themselves media centers instead of libraries.
3a-9 Microform room
This is the room in which microfilm and microfiche are stored. But as we said, microform is an obsolete technology that is being gradually replaced.
3a-10 Newspaper racks
Many libraries subscribe to major national and foreign newspapers. Current issues generally are displayed on long wooden clamps, known as newspaper racks, that hold and store the newspapers. Often the racks are surrounded by comfortable chairs in which you can sit and read. Typical newspapers found in these racks include the New York Times, Washington Post, Los Angeles Times, Wall Street Journal, London Times, Manchester Guardian, Hindustan Times, and even some newspapers written in foreign languages such as Die Zeit (German) or Le Monde (French). A useful Internet source for online newspapers is the Internet Public Library, available at www.ipl.org/reading/news. Figure 3-3 is a printout showing the impressive range of the library's collection.
Here are some guidelines for tracking down news sources not displayed on the library racks:

Figure 3-3 An online newspaper collection
1. Check www.newspapers.com. Use this source to find almost any newspaper in the United States.
2. Check CNN Interactive at www.cnn.com. This is an excellent source for information on current events.
3. Check the CQ Weekly at public.cq.com. Consult this source when you want to find out about congressional activities in Washington, D.C.
4. Check CSPAN Online at www.c-span.org. Use this source to find information about public affairs, government activities, and politics.
5. Check U.S. News Online at www.usnews.com. This site provides free in-depth essays or articles on current political issues.
Other online sources exist for individual newspapers to which your library might subscribe. Check with your librarian. For more on newspaper research, see 5c-1, 5h, and 6b-1.
3a-11 Computer room
Computer equipment is available in most libraries, either free or at a reasonable rental rate. Typically, software has been installed for word processing and Internet access.
3a-12 Carrels
Carrels are small, semi-enclosed desks equipped with bookshelves and designed to provide students with a quiet, insulated nook for reading or researching. The carrel section of a library is set aside for students intent on serious scholarship. Some libraries even impose fines on students caught misusing this area. Carrels generally can be reserved by upper-class students for either a semester or an entire school year; the remaining carrels are distributed among lower-division students on a firstcome, first-served basis.

Organization of the library collections
Even the great libraries of antiquity, like the ones in Nineveh in the sixth century B.C. and in Alexandria in the third century B.C., searched constantly for more efficient systems of organizing their collections. Clay tablets were grouped by subject and stored on shelves; papyrus rolls were stacked in labeled jars. Knowledge has grown so enormously, and classification systems have become so complex, that today librarians are trained extensively in classifying books. The two major classification systems now used by libraries are the Dewey Decimal System and the Library of Congress Classification System.
3b-1 The Dewey Decimal System
Devised in 1873 by Melvil Dewey and first put to use in the library of Amherst College, the Dewey Decimal System divides all knowledge (fiction and biography excepted) into ten general categories:

Each of these ten general categories is subdivided into ten smaller divisions. For example, the category "Literature" (800-899) is divided further into these subcategories:

And the subcategory "English Literature," for example, is divided into ten evennarrower groups:


An endless number of more-specific headings are created easily through the addition of decimal places. For instance, from the category "English Drama" (822), the more specific heading "Elizabethan" is devised: 822.3. The addition of another decimal place creates an even more specific category for the works of Shakespeare: 822.33.
Fiction and biography are classified in a special way under the Dewey Decimal System. Fiction is marked with the letter F and biography with the letter B. Fiction is alphabetized by author, biography by subject. For example, "F-Pas" is the classification of a novel by Boris Pasternak; "B-C56" is one of the several biographies of Sir Winston Churchill.
The obvious advantage of the Dewey Decimal System is the ease with which it yields specific categories to accommodate the rapid proliferation of books. Probably for this reason, the system is currently used in more libraries throughout the world than all other systems combined.
3b-2 The Cutter-Sanborn Author Marks
The Dewey Decimal System is generally used in conjunction with the CutterSanborn Author Marks, devised originally by Charles Ammi Cutter and later merged with a similar system independently developed by Kate Sanborn. The CutterSanborn Author Marks system distinguishes between books filed under an identical Dewey decimal number. In the early days of the Dewey system, books with the same Dewey decimal number simply were shelved alphabetically by author. But as more and more books were published, alphabetical shelving became impossibly difficult, leading eventually to the invention of the author marks.
The author marks eliminate alphabetical shelving by assigning a number to every conceivable consonant-vowel or vowel-consonant combination that can be used to spell the beginning of an author's surname. These numbers are published in a table that alphabetically lists the various combinations and assigns each a number. For instance, the G section of the Cutter-Sanborn Table lists the following combinations and numbers:

So, for example, to assign an author mark to the book Double Taxation: A Treatise on the Subject of Double Taxation Relief by Charles Edward Garland, a librarian (1) looks up the combination of letters in the Cutter-Sanborn Table closest to the spelling of the author's surname-in this case "Garl," with the number 233; (2) places the first letter of the author's surname before the number; and (3) places after the number the first letter or letters of the first important word in the title. The author mark for this book is G233d. The call number of the book is its Dewey decimal number plus its author mark:
336.294
G233d
Similarly, the book Religion and the Moral Life by Arthur Campbell Garnett has a Dewey decimal number of 170 and an author mark of "G235r," giving the following call number:
170
G235r
Under this dual system, a book is shelved first by sequence of its Dewey decimal number and then by sequence of its author mark. To find any title, a student must first locate the Dewey decimal category on the shelf and then identify an individual book by its author mark.
3b-3 The Library of Congress Classification System
The Library of Congress Classification System is named for the library that invented it. Founded in 1800, the Library of Congress at first simply shelved its books by size. Its earliest catalog, issued in 1802, showed the United States as the owner of 964 books and 9 maps. By 1812 the nation's collection had increased to 3,076 books and 53 maps. By 1897, when the library finally acquired its own building, the collection had grown to half a million items and was increasing at the staggering rate of 100,000 items a year. The library had acquired such a vast collection that a new system was necessary for classifying it. Published in 1904, the Library of Congress Classification System has grown immensely in popularity and is now widely used, especially by larger libraries.
The system represents the main branches of knowledge with 21 letters of the alphabet. These branches are divided further by the addition of letters and Arabic numerals up to 9,999, allowing for a nearly infinite number of combinations. The system is therefore especially useful for libraries with enormous collections. Here is a list of the general categories:


These general categories are narrowed by the addition of letters. Numerous minute subdivisions are possible. "Language and Literature" (designated "P") is subdivided into other categories, among them the following:

The addition of numerals makes possible even more minute subdivisions within each letter category. From the general category "P"-"Language and Literature"-is derived the more specific category "Literary History and Collections," designated "PN." The call number "PN 6511" indicates works dealing with "Oriental Proverbs"; "PN 1993.5 U65," on the other hand, is the call number for a book about the history of motion pictures in Hollywood.
The classification under this system proceeds from the general to the specific, with longer numbers assigned to more-specialized books. Like the Dewey Decimal System, the Library of Congress system uses an author number to differentiate books shelved within a specific category. To locate a book with a Library of Congress classification, you must first find the subject category on the shelf and then track down the individual title by its author number. Two printed volumes titled Library of Congress Subject Headings (LCSH) are available in most libraries. These books use subject headings to group materials on the same or a similar topic under one term. You may find it helpful to look up your topic in the LCSH.
3b-4 Classification of periodicals
Periodicals and newspapers are classified differently from books. Current issues usually are shelved alphabetically by title and are accessible to the public (some libraries shelve current issues by call number). Back issues, either bound in book form or reproduced on microfilm, are stored elsewhere-usually in a special section of the library to which the public may or may not be admitted, depending on whether the stacks are open or closed.

Figure 3-4 Sample catalog cards for nonbook materials
3b-5 Classification of nonbooks
Nonbook materials-films, microfilms, recordings, news clippings, sheet music, reproductions of masterpieces, transparencies, slides, programmed books, and other audiovisual material-may be listed either in the general catalog or as a special collection. No hard-and-fast rule exists for classifying this kind of material. Figure 3-4 on the previous page shows several examples. Ask your librarian how nonbooks are cataloged.
Most instructors consider the library the students' most reliable guide to research papers that draw on the published work of experts. In fact, many instructors require that at least part of each research paper reflect the use of sources actually found in the library. Making you familiar with the local library is one of the aims of the research paper.


There was a time when the human mind was considered a mystery, but today much has been learned about the way our brains function. Sigmund Freud, a Viennese doctor, is considered one of the most important pioneers of modern psychology. By studying the unconscious, he laid the groundwork for psychoanalysis. While practicing medicine in the 1880s, he found out that he could help hysterical patients by having them, under hypnosis, recall traumatic incidents in their lives. He also developed the technique of free association, whereby patients could talk about emotionally charged aspects of their lives. Freudian theory, although often criticized for its emphasis on sex, has deeply influenced anthropology, education, art, and literature.
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The thesis: Definition and function

The outline

Choosing an outline form

1. What is a thesis? See 4a.
2. Where should I place the thesis? See 4a-3.
3. Why should a thesis be a single sentence? See 4a-1 and 4a-2.
4. How do I come up with a title? See 4a-4.
5. What's the difference between a topic outline and a sentence outline? See 4b-4a and 4b-4b.
6. Once I begin writing, can I change my outline? See 4c.
7. What is a paragraph outline? See 4b-4c.

The thesis: Definition and function
The thesis is a statement that summarizes the central idea of the paper. By convenience and custom, the thesis is usually the last sentence of the opening paragraph, as it is in the following example:
The Bilingual Child
Several million children in the United States are admitted to public school every year without having the fluency in English required to succeed in the early grades. These children speak Spanish, Vietnamese, Korean, Japanese, Armenian, Arabic, or some other language in their homes and neighborhoods. Because of their lack of language preparedness, some of them have had to repeat first grade--occasionally more than once. As a consequence, bilingual programs were created in many public school systems. Students forced into these programs had much of their schoolwork translated for them by teachers familiar with their home culture and language. Contrary to the hopes of bilingual-education advocates, the latest research indicates that bilingual programs confuse children and slow them down in achieving the goal of learning English.
The italicized sentence is the thesis-the central idea that the writer intends to argue. After readers have read through this first paragraph, the aim of the paper is abundantly clear to them; they know what to anticipate.
The thesis serves at least three functions. First, it establishes a boundary around your subject that discourages you from wandering aimlessly. Often we are tempted to stray from the point when we write. We begin by intending to write a paper about Rasputin's place in history, and then stumble onto some fascinating fact about Russian monasteries and want somehow to work it in. With a clear thesis before us, however, we are less likely to be sidetracked. Formulated before the actual writing begins, the thesis commits us to argue one point, discuss one subject, clarify one issue. So committed, we will not leapfrog from topic to topic, nor free-associate from one minor point to another.
Second, the well-rounded thesis can chart an orderly course for the paper, making it easier to write. Consider this thesis:
Two defects in the design of the Titanic contributed to its sinking: Its steering was sluggish and unresponsive, even fora ship of its immense size, and its traverse bulkheads, which should have made it virtually unsinkable, did not extend all the way up to its deck.
The course before you is as plain as day: First, the sluggish steering of the Titanic must be discussed and clarified with appropriate facts and details; second, the design of the ship's traverse bulkheads must be dealt with and the defect thoroughly explained. Your job is easier because the thesis conveniently divides your paper into two parts, establishing not only the topics to be discussed but also their sequence. It is better and easier by far to write about this thesis than to write randomly about the sinking of the Titanic.
Third, the thesis gives the reader an idea of what to expect, making the paper easier to read. Textbooks have elaborate chapter headings and section headnotes just for this purpose. Newspaper stories are headlined and captioned for a similar reason. It is easier to read virtually anything if we have an anticipation that narrows and focuses our attention. A paper without a thesis creates no such anticipation and so is more difficult to follow.
4a-1 Formulating the thesis
There is no chicken-and-egg mystery about which comes first-the notes or the thesis. You cannot formulate a thesis unless you know a great deal about your subject. Ordinarily, then, you are well into your research and notes before you can formulate the thesis. Of course this is only a guess, not a rule. Writing is not a cookie-cutter business, and papers are not written in a lockstep fashion.
One thing is certain: For your thesis, you are looking for a central idea that summarizes the information you have gathered, along with your own opinions on the subject. This idea must be expressed in one sentence. Think of your thesis as the statement you would scribble down if you were asked to sum up the heart of your paper in a single sentence.
Consider, for instance, a paper on Rasputin. The student, after much reading and note-taking, discovers that despite his diabolic reputation, Rasputin did some good. Specifically she discovers that (1) Rasputin had intense religious feelings; (2) he had a passionate desire for peace in Russia; and (3) he was deeply devoted to his family and friends. She summarizes her findings about Rasputin in the following thesis:
After six decades of being judged a demoniacal libertine, Rasputin now deserves to be viewed from another point of view--as a man who was intensely religious, who passionately desired peace for Russia, and who was deeply devoted to his family and friends.
Notice that this thesis specifies exactly what the writer has to do and what information she needs to do it. To begin with, she will have to document Rasputin's reputation as a demoniacal libertine. Having done that, she will have to support her three contrary assertions: that Rasputin was intensely religious, that he passionately desired peace, and that he was deeply devoted to his family and friends. The thesis, moreover, suggests exactly the kind of information that the student needs to write the paper. First, she must cite historical opinion that portrays Rasputin as a demoniacal libertine. Second, she must produce anecdotal material, eyewitness accounts, biographical opinions, and similar evidence that support her contrary assertions about Rasputin.
4a-2 Rules for wording the thesis
Properly worded, the thesis should (1) be clear, comprehensible, and direct; (2) predict major divisions in the structure of the paper; and (3) commit you to an unmistakable course, argument, or point of view. The thesis on Rasputin is clear, implies a four-part division in the structure of the paper, and obligates the writer to argue a single proposition: that Rasputin was judged harshly by history. Likewise, the thesis on the Titanic disaster is clear and direct, divides the paper into two principal parts, and commits the writer to a single argument: that the ocean liner sank because of defects in steering and in the bulkheads. What follows is a series of rules to guide you in properly wording your thesis.
❑ The thesis should commit you to a single line of argument. Consider this example:

This thesis threatens to wrench the paper in two directions: It commits the student to cover both the origins of Roman theater and the theatrical career of Plautus, one of Rome's greatest comic playwrights. This dual thesis came about because the student laboriously had accumulated two sets of notes-one on the origins of Roman theater and another on the career of Plautus-and was determined to devise a thesis that would allow the use of both. The result is this curiously dual thesis that skews the paper in two contrary directions. Persuaded to relinquish the notes on the origins of the Roman theater and to focus the paper entirely on the career of Plautus, the student drafted the following thesis:

The paper now is committed to a single line of argument, and its focus therefore is vastly improved.
❑ The thesis should not be worded in figurative language. The reasoning behind this rule is obvious: Figurative language is too indefinite, too hazy to express the central idea of a paper. For example:

No doubt the writer knows exactly what he means by this allusion, but its significance is murky to a reader. The following, plainly expressed thesis is vastly better:

❑ The thesis should not be worded vaguely. Vagueness, like figurative language, may tantalize, but it does not inform. Moreover, a paper with a vague thesis is a paper without direction and is all the more difficult to write. Consider this thesis:

Doing a paper on a thesis like this truly puts any writer to the test. The thesis suggests no direction, provides no structure, proposes no arguments. Contrast it with this improved version:

Now the writer knows exactly what points to argue and in what order.
❑ The thesis should not be worded as a question. A thesis worded as a question does not give you the obligatory direction that a statement does. Here is an example:

This sort of question makes a good starting point for research. Indeed, most research begins with a question in the mind of the researcher. But the eventual thesis should not be your original question; it should be the answer uncovered in your research:

❑ The thesis should be a single, concise, easily understood sentence. It should function as an accurate thumbnail sketch of the paper and should be short enough to be expressed on a postcard. If your thesis is more than a single sentence, if it is wordy and hard to understand, your paper is likely to be wordy and hard to understand as well. A weak thesis generally leads to a weak paper; a strong thesis to a strong paper. This is not a universal truth, but more often than not it is true. The thesis that is long and knotty is likely to muddle you and send your paper flying off in different directions. Meanwhile, the reader struggling to fathom your paper's thesis is even less likely to make sense of its contents. Here is a muddled thesis:

The passage is difficult to unravel. A whole paper based on this thesis would be equally unclear. Here is an improved version:

To paraphrase an old saying, "Like thesis, like paper." A muddled, incoherent thesis will generate an equally muddled and incoherent paper.
4a-3 Placing the thesis
Some variation in placement of the thesis does exist, but most instructors distinctly prefer the thesis as the final sentence of the initial paragraph. Following are three examples of theses-the italic sentences-introduced in this customary place.



4a-4 Choosing a title
No magic formula exists on how or when to title your paper. The title, however, should be clear, specific, and informative. If possible, include in it some key words from the subject of your paper. Here are examples, good and bad:






Usually, your thesis is a good source for a title. Consider this example:



The outline
An outline is an ordered list of the topics covered in a paper. It is useful to both writer and reader. The writer who writes from an outline is less likely to stray from the point or to commit a structural error-overdeveloping one topic while skimping on another, for example. The reader, in turn, benefits from the outline in the form of a complete and detailed table of contents.
4b-1 Visual conventions of the outline
The conventions of formal outlining require that main ideas be designated by Roman numerals (I, II, III, IV, and so on). Sub-ideas branching off from the main ideas are designated by capital letters (A, B, C, D, and so on). Subdivisions of these subideas are designated by Arabic numerals (1, 2, 3, 4, and so on). And minor ideas are designated by lowercase letters (a, b, c, d, and so on). Here is an example of the proper form of an outline:
1. Main idea
A. Sub-idea
B. Sub-idea
1. Division of a sub-idea
2. Division of a sub-idea
a. Minor idea
b. Minor idea
II. Main idea
The presumption behind this arrangement is obvious: You do not merely generalize; you support your contentions and propositions with examples and details. Indeed, that is exactly what you are expected to do-to make assertions that are supported by concrete examples and specific details. If you have not been diligent in gathering specific facts about your topic, this deficiency will now be painfully obvious. Notice that every subdivided category must have at least two sections because it is impossible to divide anything into fewer than two parts. An outline that divides the subject into three or four levels-that is, down to examples or details-generally is adequate for most college-level research papers. If further subdivisions are necessary, the format is as follows:

The basic principle remains the same: Larger ideas or elements are stacked to the left, with smaller ideas or elements to the right.
4b-2 Equal ranking in outline entries
The logic of an outline requires that each entry be based on the same organizing principle as another entry of equal rank. All capital-letter entries consequently must be equivalent in importance and derived from the same organizing principle. Notice the absence of equal ranking in the following example:
1. Rousseau gave the people a new government to work toward.
A. It would be a government based on the general will.
B. The new government would serve the people instead of the people serving the government.
C. The people tore down the Bastille.
Entry C is out of place because it is not of equal rank with entries A and B. A and B are sub-ideas that characterize the new government proposed by Rousseau; C is a statement that describes the revolt of the French people against the old government.
4b-3 Parallelism in outline entries
The clarity and readability of an outline are improved if its entries are worded in similar grammatical form. Notice the lack of parallelism in the following outline:
1. The uses of the laser in the military
A. For range finding
B. For surveillance
C. To illuminate the enemy's position
Entries A and B consist of the preposition "for" followed by a noun, whereas entry C is worded as an infinitive phrase. C should be reworded to make it grammatically like entries A and B:
1. The uses of the laser in the military
A. For range finding
B. For surveillance
C. For illuminating the enemy's position
The outline now is easier to read because its entries are parallel.
4b-4 Types of outlines
The three main types of outlines are the topic outline, the sentence outline, and the paragraph outline. Never mix or combine the different formats in a paper: Use one type of outline exclusively.
a. The topic outline
The topic outline words each entry as a phrase, breaking down the subject into major subheadings. Topic outlines are particularly useful for outlining relatively simple subjects. Here is a topic outline of the paper on Rasputin:
Rasputin's Other Side
Thesis: After six decades of being judged a demoniacal libertine, Rasputin now deserves to be viewed from another point of view--as a man who was intensely religious, who passionately desired peace, and who was deeply devoted to his family and friends.
1. The ambiguity of the real Rasputin
A. His birth
B. Popular historical view
1. His supporters
2. His detractors
II. Rasputin's religious feelings
A. His vitality and exuberance
B. His simple peasant faith
III. Rasputin's desire for peace in Russia
A. His concern for the Russian underdog
1. His loyalty to the peasantry
2. His opposition to anti-Semitism
B. His opposition to all wars
IV. Rasputin's gentle, compassionate side
A. His kindness to the Romanovs
B. His love for family
Notice that the thesis of the paper is a separate entry immediately after the title. It is also customary to omit introduction and conclusion entries.
b. The sentence outline
The sentence outline uses a complete sentence for each entry. (Some instructors allow the entries to be worded as questions, but most prefer declarative sentences.) Sentence outlines are especially well suited for complex subjects. Here is a sentence outline of the paper on Rasputin:
Rasputin's Other Side
Thesis: After six decades of being judged a demoniacal libertine, Rasputin now deserves to be viewed from another point of view--as a man who was intensely religious, who passionately desired peace, and who was deeply devoted to his family and friends.
1. The real Rasputin is difficult to discover.
A. The birth of Rasputin coincided with a shooting star.
B. The popular historical view of Rasputin portrays him as primarily evil.
1. Supporters called him a spiritual leader.
2. Detractors called him a satyr and charged that his depraved faithful were merely in awe of his sexual endowments.
II. Rasputin had intense religious feelings.
A. He was both vital and exuberant.
B. He had a simple peasant faith in God.
III. Rasputin's passionate desire for peace in Russia revealed itself in several ways.
A. He was concerned for the Russian underdog.
1. He wanted a tsar who would stand up for the peasantry.
2. He spoke out boldly against anti-Semitism.
B. Because of his humanitarian spirit, he was opposed to all wars.
IV. Rasputin had a gentle, compassionate side.
A. He showed great kindness to the Romanovs.
B. Maria Rasputin tells of her father's love for his family.
c. The paragraph outline
The paragraph outline records each entry as a complete paragraph, in effect producing a condensed version of the paper. This form is useful mainly for long papers whose individual sections can be summarized in whole paragraphs; it is seldom recommended by instructors for ordinary college papers. Here is the Rasputin paper in the form of a paragraph outline:
Rasputin's Other Side
Thesis: After six decades of being judged a demoniacal libertine, Rasputin now deserves to be viewed from another point of view--as a man who was intensely religious, who passionately desired peace, and who was deeply devoted to his family and friends.
1. Rasputin himself always attached great significance to the fact that at the time of his birth, a shooting star was seen streaking across the horizon. He considered the phenomenon to be an omen that he was fated to have influence and special powers. The popular historical view of Rasputin paints him primarily as evil. In his day, however, he attracted numerous supporters, who thought of him as their spiritual leader. But he also had many detractors who called him a satyr and accused his followers of sexual depravity.
II. Rasputin had intense religious feelings. He was so filled with vitality and exuberance that he could stay awake until the early hours of the morning, dancing and drinking in frenzied religious fervor. He did not have the theology of a sophisticated church cleric; instead he expressed his religion in the simple terms of a Russian peasant.
III. Rasputin's passionate desire for peace in Russia revealed itself in several ways. For instance, he was concerned for the Russian underdogs, for the peasants and the Jews, always encouraging the tsar to protect these unfortunate groups. And, his humanitarian and pacifist nature made him a determined opponent of all wars.
IV. Rasputin had a gentle, compassionate side. He was completely devoted to the tsar's family and was known to have had a calming influence on the hemophiliac son of the tsar. Maria Rasputin gives a glowing report of her father's kindness and love.
d. Decimal outline notation
Other outline forms use various methods of indenting, labeling, and spacing. One form that has been gaining favor in business and science is the decimal outline. Based on the decimal accounting system, this outline form permits an unlimited number of subdivisions through the simple addition of another decimal place. Here is the body of the Rasputin paper notated in the decimal outline form:
Rasputin's Other Side
Thesis: After six decades of being judged a demoniacal libertine, Rasputin now deserves to be viewed from another point of view--as a man who was intensely religious, who passionately desired peace, and who was deeply devoted to his family and friends.
1. The ambiguity of the real Rasputin
1.1. His birth
1.2. Popular historical view
1.2.1. His supporters
1.2.2. His detractors
2. Rasputin's religious feelings
2.1. His vitality and exuberance
2.2. His simple peasant faith
3. Rasputin's desire for peace in Russia
3.1. His concern for the Russian underdog
3.1.1. His loyalty to the peasantry
3.1.2. His opposition to anti-Semitism
3.2. His opposition to all wars
4. Rasputin's gentle, compassionate side
4.1. His kindness to the Romanovs
4.2. His love for family
Notice that the decimal outline form uses the same indentation pattern as other outlines, with larger ideas stacked to the left and smaller ideas to the right.

Choosing an outline form
Which kind of outline should you use? If you are a beginning writer, and if your research has uncovered much detail on your subject, don't hesitate: Use a detailed sentence outline. Develop it at least down to the third level-the level of Arabic numerals. In doing so you actually erect a kind of scaffolding for the essay. To write the rough draft, you simply transcribe from the outline, fill in the blanks, insert transitions and connectives-and you have a paper.
The main entries of a sentence outline should be the topic sentences of various paragraphs. Its details should be exactly the kind you intend to use to support the topic sentence. As an example, here is a sentence outline of the first paragraph from a paper on Agatha Christie's fictional sleuth, Hercule Poirot:
1. Poirot's unique personality and character set him apart from other fictional detectives.
A. His physical appearance was unique.
1. He was five feet four inches tall, had a black handlebar mustache, an eggshaped head, and catlike eyes that grew greener as the solution to a crime drew near.
2. He wore a black coat, pin-striped pants, a bow tie, shiny black boots, and, usually, a coat and muffler.
Here is the paragraph as it appeared in the paper:
Poirot's unique personality and character set him apart from other fictional detectives. One of the memorable features of his personality and character was his physical appearance. He was "a diminutive five foot four inches tall and slender."' His hair was an "unrepentant" black, neatly groomed with hair tonic. His upper lip displayed his pride and joy and his more distinctive feature, a small black handlebar mustache.' He had catlike eyes that grew greener as the solution to a crime drew near and a head the shape of an egg. Thus Poirot has been referred to as a "mustachioed Humpty Dumpty."9 This "extraordinary looking little man, who carried himself with immense dignity," almost always wore the same outfit, consisting of a black jacket, striped pants, a bow tie, and, in all but the hottest weather, an overcoat and muffler. He also wore patent leather boots that almost always displayed a dazzling shine10
Notice the close correspondence between the outline and the developed paragraph. First, the main entry of the outline is exactly the same as the topic sentence of the paragraph. Second, sub-idea A is fleshed out and used in the paragraph to introduce the details that follow. Third, the details in the outline are used nearly word-for-word in the paragraph. Naturally there is more material in the paragraph than in the outline, which is not surprising because the second is a shorthand version of the first.
If you are going to be following an outline as you write, this kind is especially useful. Once drafted, it becomes a condensed version of the paper. Any paragraph is easy to write when you know exactly what its main point must be and what details it should contain. That kind of information is provided by the detailed sentence outline.
Your computer will prove to be a useful tool for writing both your outline and your essay. In fact, most word-processing programs offer an outlining feature that has several formats with automatic numbering or lettering.

If you intend to experiment with different kinds of outlines, create a separate file for each one so you can pick and choose among the various versions.
Not all instructors require a formal outline for a research paper. Indeed, not all writers would benefit from making one. Some writers compose organically and do not like to be hemmed in by a predefined plan. Others like to have a visible scaffolding for their papers. The point is, if your instructor does not require an outline and you do not feel you would benefit from making one, then simply sit down and begin writing the paper. On the other hand, if an outline would help you write a paper but is not required, go ahead and outline to your heart's content. If given a choice between outlining and not outlining, do what suits you. The idea is to write the best paper you can, not the best outline.
Finally, we don't want to leave you with the impression that the movement from thesis to outline to final paper is always neat, predictable, and certain. It is anything but. Writing, as we've said before, is a messy business. It leaves behind a litter of scrawled-over papers and almost never proceeds in a straight, unbroken line. For example, you could begin by drafting an outline and find to your dismay that the actual paper you write turns out to be considerably different from what you outlined. If that should happen to you, simply change the outline while being comforted by the thought that it has happened at one time or another to every writer. In fact, it is a healthy sign: It shows that once inspired, you were smart enough to write freely, that you weren't hog-tied by misplaced loyalty to an outline. When it comes to writing, almost nothing occurs in an ideal way, and every paper is accompanied by a good deal of fumbling, false starts, dead ends, and unexpected departures from plans. Expect complications, and your outlook as you tackle your paper will be healthily realistic.

Thomas Edison has become America's best-known and most prolific inventor. During his lifetime, he patented over one thousand inventions, including the microphone and the phonograph. His most dramatic invention was the incandescent lamp with a carbon filament (1875), which later became the lightbulb as we know it. Eventually, the lightbulb became a commercial success and quickly replaced candles or oil lamps. Along with the lightbulb, he also invented a system for distributing light and power, including generators, motors, light sockets, underground conductors, and safety fuses. Although Edison had little formal education, he did enormous research on his inventions. Edison's laboratory and other buildings associated with his career have been reconstructed in Greenfield Village, Michigan, a historical park connected with the Henry Ford Museum.
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Computers and the research paper

The Internet

Online resources

Researching with search engines

Usenet, Listserv, telnet, and gopher

Evaluating Internet sources

Running a search

Useful Internet sites

1. How have computers changed the writing of research papers? See 5a.
2. Are the Internet and the World Wide Web the same thing? See 5b-1 and 5e.
3. What are the three types of search engines? See 5d-4.
4. What are some educational search engines? See 5d-3.
5. What is a database? See 5c-1.
6. What is a blog? See 5c-4.
7. What is a Listserv? See 5e-2.
8. How can I judge the merit of an Internet source? See 5f.

Computers and the research paper
For the research-paper writer, no invention of recent memory has been more useful than the computer. It has put the vast collection of a global library at the writer's fingertips. It has partly automated the writing process by allowing writers to type on a screen instead of on paper.
Before computers-in the days of typewriters-a source of torment for the research-paper writer was documenting footnotes whose format was rigid and unforgiving. Notes had to be single-spaced, with double-spacing between them, and indented five spaces. If you miscounted the lines on a page, as frequently happened, you did not have enough space for the footnote and had to retype the entire page. If you made a similar mistake two pages in a row, you might have to retype the entire paper. Yet footnotes or endnotes were required in papers of virtually every discipline. It was partly in response to students' frustration with footnotes that the now-popular parenthetical system of citation was introduced.
Today, thanks to the computer, writers are free to revise as often as they wish without the drudgery of manually retyping a page every time they change a word or line of text. With the use of voice recognition software, such as Dragon NaturallySpeaking, the writer who is not a good typist can simply dictate the paper to the machine. If the documentation is with footnotes, the computer takes care of all the formatting and placement. One result is that footnotes are making a comeback. Indeed, for sheer convenience, footnotes have always had an advantage over other documentation systems. Nothing is handier than having the note at the bottom of the page, where a reader can see a source in the context of the text. The return of the footnote is due almost entirely to the widespread use of computers.
Computers have changed the writing of research papers in many other ways too, among them the following:
❑ In some quarters, computers have done away with note cards. Many students prefer to make notes on their laptops, where they can use the cut-and-paste function to easily and accurately transfer notes to the emerging paper. This procedure eliminates the possibility of error in transcribing handwritten notes from the cards onto the paper.
❑ In some schools, instructors prefer the submission of papers by e-mail to the traditional submission of hard copy. The upshot: You don't have to be physically present to turn in a paper; you can submit it from, say, a beach in Jamaica.
❑ The whole laborious business of research, of digging for primary and secondary sources, has been speeded up enormously by the use of computers and the easy access they offer to full-text databases.

The Internet
The Internet, or net, is a planetary brain without a skull. It consists of a system of millions of computers connected by a common protocol, a way of "talking" that enables them to communicate. In the early days, computers were connected to the network through a modem and a telephone line. Today, much faster connections are through a high-speed cable modem or a digital subscriber line (DSL).
The growth of the Internet has been explosive. In 1969 there were an estimated four hosts on the Internet. Host refers to a computer containing data that is accessible from a remote location by another computer. A survey taken in July 2006 by the Internet System Consortium showed 439,286,364 hosts. Each host has a unique IP address (Internet protocol). It is impossible to predict how many hosts will be online by the time this book is published. What has emerged is a global electronic library containing a stupendous quantity of accessible information.
5b-1 The World Wide Web
Although the terms Internet and World Wide Web often are used interchangeably, they are not the same thing. The World Wide Web, or web, is part of the Internet. Also part of the net are Usenet (a bulletin board for special-interest discussion groups), e-mail, and file transfer protocol (FTP).
The World Wide Web uses the hypertext transfer protocol (HTTP) to store and share information with other computers. This rich storehouse of audiovisual and textual materials can be accessed through a browser-for example, Netscape Navigator or Microsoft Internet Explorer. The web itself was up and running in 1990. But it was not until the first web browser, Mosaic, was developed in 1993 that the web was truly launched.
5b-2 Some Internet terms
If using the Internet is new to you, you'll encounter lots of mystifying initials. Here are the most common:





5b-3 Understanding Internet addresses
An Internet address or URL consists of three parts:
1. Protocol
2. Name of the host
3. Document path
Here is an example:

❑ http is the protocol, the set of conventions that enables computers on the web to communicate. At one time you couldn't get to a website without keying in the protocol; today it's often automatically inserted or understood.
❑ The colon and the slashes (one or two) are separators.
❑ The name of the host begins with www, which tells you that the site is on the World Wide Web. (This element, too, is fast disappearing from web addresses.) The domain name-loundy.com in the example-identifies the sponsor of the website and its form of organization. The com extension indicates the host is a commercial organization. (For a list of extensions, see 5f-L)

For easy access to websites that you'd like to visit again, you can create a list of "bookmarks" or "favorites" on your browser.
❑ After the second separator comes the document path, the address of the specific web page. If the website is particularly large, the address is likely to be complex.   1
Computers are idiot savants ("learned idiots"): They do exactly what you tell them to do. That means you must reproduce Internet addresses without the slightest deviation. One good way to do that is to copy and paste the URL; better still, use a link. (A link is a reference to another site or document. It is sometimes called a hot link because clicking on the link will take you directly to the other document.)

Online resources
The Internet is a treasure trove of data, facts, statistics, images, opinions, speculations, graphics and viewpoints-everything that comes under the general heading of information. The best sources of this readily available material are databases, electronic journals, online public-access catalogs (OPACs), and blogs.
5c-1 Databases
A database is a collection of data organized and stored electronically for easy retrieval. Typically, databases are available through a fee-based membership, which many students cannot afford, or through a local public or college library. One of the most attractive features of a database is that it can be searched in several ways, usually by keyword, author, or title. One useful all-around database that many libraries subscribe to is Expanded Academic ASAP. This database indexes over 3,500 periodical titles and 1,900 full-text titles in subjects such as social sciences, arts and humanities, and science and technology. Another popular database is InfoTrac® College Edition, which indexes millions of articles in thousands of titles. Most likely the collection will have grown by the time you read this.
Some states maintain vast databases that can be accessed with a password available at local libraries. One example is the Galileo system of Georgia (www .galileo.usg.edu/). The databases in the Galileo system are vast and varied. They include encyclopedias; business directories; government publications; thousands of magazines and scholarly journals that are fully indexed; the full text of articles from thousands of magazines and scholarly journals; dictionaries; corporate reports; and more. This digital library of Georgia is linked to library catalogs and even contains some full-text books-known as e-books. Galileo can also be accessed for information found in Spanish databases. Ask your librarian about the databases available in your library.
In addition to state-supported databases, such as the one available in Georgia, many commercial databases exist to which your school may subscribe. One example is Questia (www.questia.com), which offers its members access to 67,000 books and 1.5 million articles from journals, newspapers, and magazines.
5c-2 Electronic journals
Electronic journals are serial publications that can be accessed by a computer through the Internet. Many libraries subscribe to electronic journals on a variety of disciplines and subjects. One website, the Directory of Open Access Journals (DOAJ, www.doaj.org) catalogs over 2,500 journals and over 105,000 alphabetized articles covering a wide range of topics. The occasional drawback with electronic journals is a limited search function. But this capacity can vary with the particular source your library offers.
Most of the material you use in academic papers probably will come from a database. Many databases store the electronic equivalent of printed journals whose content has been subject to peer review and is therefore trustworthy. (Peer review means that the article has been gone over by a panel of experts in the author's field and judged publishable.) Some electronic journals, however, are strictly that: They have no print equivalent. Depending on who publishes them, they vary widely in trustworthiness and have to be individually evaluated. (For more on how to judge an electronic source, see 5f.)
5c-3 Online public-access catalogs (OPACs)
Many library catalogs are available on the web. Go to www.libdex.com, which takes you to LibDex, an index to 17,900 libraries worldwide. You can search for the catalog of a particular library by keyword or name. For example, when we typed the keyword Jamaica, we were referred to four sites, one of them the National Library of Jamaica. In turn, that site had links to the library of the University of the West Indies in Kingston, Jamaica. Once connected, we were able to browse several of the full-text online journals to which the library subscribes.
Another useful public-access catalog is the Online Computer Library Center (OCLC), a nonprofit membership organization that includes 40,102 libraries in seventy-six countries. Its interlibrary loan service was introduced in 1979 and has since processed 113 million loan requests from 6,700 libraries worldwide. You access this catalog through your school library, which most likely is a member, or through a public library that subscribes to the service. If you need a specialized publication that your library does not have, check the OCLC catalog. In many libraries this catalog is listed under the title "WorldCat." A free version of WorldCat can be found at www.worldcatlibraries.org. Although not as extensive as the subscribed catalog, it is still a good tool for the researcher, and it is free.
5c-4 Blogs
A blog-short for weblog-is a personal website usually maintained by an individual and reflecting its owner's point of view. Blogs include images, text, and conversations. With their links to other websites, as well as the capacity to accommodate feedback from readers, blogs have been described as personal interactive diaries. In 1997, around the time that the first blog appeared, there were only a handful on the Internet. Today it is almost impossible to get an accurate count, since blogs multiply with the proficiency of houseflies. Blogs vary widely in focus, tone, and personality and make no bones about reflecting a subjective and unique point of view. It is possible that you might find a blog that contains information useful for including in a research paper. It is also just as likely that the site will reflect too individualistic an opinion to be useful in an objective work. There's also an element of playfulness and spunk in many blogs, with dialogue between strangers being carried on sometimes for months. Since blogs are free and fairly easy to create, they tend to reflect a whole universe of topics. For information on how to cite a blog, see Chapters 9 and 10 on documentation and preparing a bibliography. Blogs are typically free to both creator and user. Software is available online, along with instructions on how to create a blog. (For a surprising blog, go to geoffreyphilp.blogspot.com/2006/02/happy- birthd ay-tong-winkler.html.)
Although online searches allow a scholar to toil away in solitary productivity, they do not eliminate the need for the library. Even with the powerful capacity computers give you, most of the material used in research papers still comes from books, periodicals, and other traditional print sources. Remember that many instructors limit the number of electronic sources that can be cited in a paper.

Researching with search engines
A search engine is a program that searches the web for specific words related to your topic. Search engines are supported by advertisers and cost nothing to use. To search for a specific subject, type keywords into the search box and click on Search or Go. Articles (a, an, the, these) are not keywords; neither are prepositions (of, in, to, for). And certain connectors-and, or, not have special meanings (see 5d-1). Most search engines Yahoo!, Google, and AltaVista, for example-are case insensitive: Entering keywords in upper- or lowercase produces the same results. The results of the search, called hits, are ranked by the frequency with which a keyword occurs in a document.
Search engines, in reply to a query or topic, will return the titles of the essays, books, and other sources that deal with your topic. The hits will be highlighted, allowing you to click on them for more information. If the hit is a full-length article stored in a database, clicking on the highlighted title will take you right to the source. If it is simply the title of a book, you will be given enough publication details to look up the volume in the library.

Read the instructions for the search engine you're using.
5d-1 Boolean logic
Boolean logic, or Boolean algebra, was developed by British mathematician and logician George Boole (1815-1864). It played a significant role in the emergence of the modern computer.
There are three logical operators in Boolean logic: and, or, and not. If you use and to join two terms in your search, the engine looks for sources in which both terms occur. Or tells the engine to look for any of two or more terms. Not means to exclude a particular term from the search. Finally, near, a predefined operator, means the two terms should occur within so many words of each other. To some search engines, near means within ten words.
Many search engines offer choices equivalent to Boolean logic under Advanced Search. For example, in its Advanced Search function Google offers these choices:
With the exact phrase: the words adjacent to each other and in the same sequence
With all of the words: AND
With any of the words: OR
Without the words: NOT
Many search engines use a plus sign (+) to mean AND, a vertical line (1) to mean OR, and a minus sign (-) to mean NOT. If you want to search for a specific set of words-words in a title, for example-put the words in quotation marks. You also can use parentheses to dictate which combination of a complex term you want to be processed first. For example, (rats OR mice) AND disease tells the engine to search first for rats or mice and then combine the results in a search for disease.
Variations exist among all engines. We cannot stress too much how important it is to read the instructions of any search engine you're using to do research.
5d-2 Finding a search engine
Search engines galore are available to the researcher. And since the entire Internet is self-indexing, you can use a search engine to find other search engines that are more specific to your purpose. For example, let us say that your preliminary subject is Piltdown Man, one of the great hoaxes in the history of paleontology and anthropology. When you type Piltdown Man into the search box of Google, one of the most widely used search engines, you get back 287,000 hits-far too many for you to sift through. You wonder if there are search engines that specialize only in anthropological topics, so you try a new search on Google by entering anthropology search engines, which takes you to a list of search engines that cover only anthropological topics. You zero in on one and get back 230 hits, which is a manageable number.
5d-3 Educational search engines
The search engines we've been discussing are commercial, for-profit ventures funded by advertisers. Many others are maintained by nonprofit organizations-libraries, schools, and government agencies. These engines are usually and index scholarly sources. Among them are the following:
Education search engines, www.searchengineguide.com/pages/education
A search engine for educational search engines. Includes links to a search engine for blogs.
English server, www.eserver.org
A site run by scholars that also publishes the online journals Bad Subjects, Cultronix, and Sudden. The index is searchable, and the site has links to many other educational sites and online materials.
Library of Congress, www.loc.gov/index.html
Using the search function of the Library of Congress will take you to a comprehensive listing of Internet sites, including Alcove 9 (www.loc.gov/rr/main/ alcove9), which contains many useful links to various Internet sites.
Searchedu, www.searchedu.com
This is a commercial search engine that searches academic websites. It also contains many useful links.
The Universal Library, tera-3.ul.cs.cmu.edu
A marvelous source of e-books, video, tutorials, and online journals, with many links to other useful websites.
5d-4 Useful search engines
Basically, there are three types of engines: manual, robotic, and metasearch. Yahoo! uses a manual search engine. It searches directories and subcategories that have been compiled by humans. Google, on the other hand, is a robotic search engine. At this writing it has indexed billions of pages, far more than its competitors. At its heart is a "spider," software designed to crawl the web and scan its untold number of pages. A metasearch engine searches and compiles the top listings of other search engines. MetaCrawler is an example of a metasearch engine. By default it searches a few other search engines-you can choose otherwise-among them Google, Yahoo! Search, MSN Search, Ask, About, and LookSmart. The engine also gives you the option to specify the search terms in semi-Boolean language.
The following is a selected list of useful search engines, most of which offer the features outlined above:

For a comprehensive listing and rankings of search engines, go to Windweaver, www.windweaver.com/searchlinks.htm.

Usenet, Listserv, telnet, and gopher
What most of us use on the Internet is really the World Wide Web. But the web is only one part of the Internet, although it is the most useful for the typical researcher. Other parts of the Internet are Usenet, electronic mailing lists, telnet, and gopher. These are older technologies that are being rapidly replaced by the more colorful and graphical web.
5e-1 Usenet
Usenet, created in 1979 by three graduate students from Duke, began as a series of electronic bulletin boards on which anyone could post a question or message and to which anyone else with a computer could reply. Eventually, separate bulletin boards-called discussion forums or newsgroups-evolved for separate topics.
Usenet is divided into several major categories, which are subdivided into smaller ones. For example, the category alt. (alternative), a catchall category, becomes a discussion group on animals with the addition of animals and dogs: alt.animals .dogs. Add "poodles," and you get a discussion group on poodles. For a list of all the discussion groups, click on "Groups" on the Google home page.
Here's how a Usenet search works. We had a specific question: What were some of the surnames commonly used by the now-extinct Arawak Indians? We did a Google search of Usenet and got one hundred hits to eleven newsgroups, one of which was rec.sport.cricket-obviously not what we were looking for-and two of which were identified as postings on archaeology and anthropology. From those we stumbled on a discussion that mentioned several Arawak names. The contributor identified himself as an elder of a Taino tribe in Puerto Rico, the generic Indian group that includes the Arawaks.
Unlike the web, Usenet presents information in an e-mail format, with no graphics and no sound. Some contributors go overboard in expressing their opinions, and it is not unusual to encounter profanity, especially in unmoderated forums. Yet, despite the drawbacks, Usenet can be a gold mine of information, particularly on a rare or esoteric topic. Another Usenet advantage is that a researcher grappling with an especially difficult topic can ask for help by posting a message in the appropriate newsgroup.
Finally, we should point out that some commercial companies have begun to spin their own bulletin boards, many under names vaguely similar to Usenet. These sites charge for access and postings; the original Usenet is free.
5e-2 Listserv
Listserv and similar software manage the electronic mailing lists of discussion groups. Once you subscribe to a mailing list, every message posted on it is automatically sent by e-mail to you and all other subscribers. One such service likens itself to a call-in radio show on which exchanges are done entirely by e-mail. Individual lists are devoted to specific topics or hobbies; and, as is the case among Usenet discussion groups, some lists are moderated and others are not.
5e-3 Telnet and gopher
Telnet is just a protocol for connecting computers on the Internet. Many large databases use telnet as an access system. Today many sites that were formerly restricted to telnet are now available on the web. Gopher is an old-fashioned system of searching the Internet. Most gopher files are now accessible on the web. For student researchers, these terms hold more historical value than practical value.

Evaluating Internet sources
The Internet is a vast public library that has no librarian. No one monitors the accuracy of information posted on it. No one looks over others' shoulders to ensure that every contributor plays fair and tells the truth. It is possible for anyone with a peeve to post anything on the Internet and try to pass it off as fact. We found one website that claimed to be a global collection of national anthems, but had the words of several anthems wrong. In short, there are umpteen sources on the Internet whose content is suspect. Given its unsupervised nature, the basic question is, How can you trust what you read on the Internet?
The answer is sometimes you can't. When an Internet source is suspect, you must verify its credibility. How? Many formulas for evaluating sources are readily available. Ours is based on asking a series of where, who, and what questions.
5f-1 Where was the information found?
Some websites are maintained by hobbyists with an ax to grind; some by universities; others by companies primarily interested in promoting their products. The trick is to learn how to tell the good Internet sites from the bad. The first step is to know who founded and maintains the site-information that is part of the site's domain name.
All Internet sites are classified by their domain names, which reflect who maintains them. Following are the most common domains:






A site maintained by the government or a reputable educational institution is likely to be more impartial and trustworthy than one privately developed by, say, an adoring fan. So, for example, the URL www.consumerreports.org, which is the address of Consumer Reports, tells you that the site is maintained by a nonprofit organization, in this case Consumers Union.
Of course this is not to say that a site developed by a commercial organization or even an individual is necessarily a bad source of information or even a source of bad information. But knowing who is behind a site at least gives you a better idea of the likely quality of its information.
5f-2 Who wrote it?
The question of who wrote the material you are citing must also be factored into your assessment of the material's trustworthiness. Is the author identified? Are the author's credentials listed? Is the author qualified to write on the topic? You can verify the credentials and qualifications of an author by checking the biography sources either online or in the library.
The question of unknown authorship is one very good reason that many instructors will not allow Wikipedia to be cited as a source of authority, although it is very popular with students. Wikipedia bills itself as a free-authorship encyclopedia, which means that anyone can contribute to its content. In theory, this is a fine, democratic idea; in reality, this policy opens the door to nearly limitless abuse and a staggering potential for misinformation. For formal research, no writer would choose to stake a serious argument on such a suspect source. The words of the prophets might well be written on the subway walls, as the song goes; but in academia that idea is romantic twaddle that just doesn't cut it.
5f-3 Who publishes it?
Somewhere in most online magazines is a paragraph describing what they are about. If a magazine you're thinking of citing as a source declares that it was "founded to wage war against the small-mindedness of the establishment and the petty bureaucrats whose influence in society is vastly overdone," you would be smart to question its editorial evenhandedness. Such a combative statement should make you wonder whether the editors of the magazine have an ax to grind that would strongly bias their reporting.
5f-4 What are the writer's sources?
If a writer declares some incident is true without offering corroboration, the prudent researcher should ask, "Did it really happen?" In one online magazine we came across an article in which the writer described a woman who was being hounded by right-wing extremists. After investigating the writer's background, we were convinced that without corroboration, we could not take the story at face value.
5f-5 What kind of tone does the writer use?
What we're looking for in a writer's tone is evidence of respect for the research process and for the opinions of others. We're especially wary of writers who express their views in a belligerent tone.
5f-6 What do the writer's contemporaries have to say?
The majority is not always right; in fact it often is wrong. History has taught us that lesson repeatedly. So don't reject material just because a writer has a unique point of view or takes an unpopular position that flies in the face of conventional wisdom.
But some writers stubbornly maintain positions that are wrong. For example, we came across an Internet source that painted a rosy picture of friendly relations between the Arawak and Carib Indians, the major tribes occupying the West Indies at the arrival of Christopher Columbus. Yet, according to most historians, the two tribes were constantly at war. Indeed the Caribs were known for eating their Arawak captives-a consuming relationship but hardly friendly.
One of the problems with Internet material is that much of it is not subject to peer review. As we pointed out in 5c-2, peer review is a healthy safeguard against wrongheaded ideas. It is almost universally practiced by reputable electronic journals, most of which are published or maintained by sites with edu in their domain name. Seldom, however, is this useful filter applied to run-of-the-mill Internet sites. In the absence of peer review, you would be smart to question the accuracy of an electronic source.
5f-7 What is the writer's motive?
A writer may hold a certain point of view or a particular opinion for motives that have nothing to do with research. Sometimes those motives are clear; at other times they are not. A writer who has been fired by a prominent magazine, for example, is hardly likely to be objective about his former employers. A whistle-blower is not likely to draw rave reviews from the people he ratted on. Biographer Marchette Chute decided that she could not trust John Smith's story about being rescued by Pocahontas. When Smith published the tale, he was broke and down on his luck and hoping that the story of his sensational rescue would make his book a bestseller. Most historians agree with Chute that Smith's story of his rescue by Pocahontas is a myth.
Before you cite any source in a research paper, you should ask yourself whether the writer's content is dictated by some political or personal motives.
5f-8 What is the context of the writer's opinion?
Context refers to the environment in which an opinion is formed. Some subjects, mainly in the sciences and social sciences, are sensitive to context; others are not. The literary opinions of an eighteenth-century critic, for example, may seem oldfashioned to us but are not changed materially by the context of the twenty-first century. On the other hand, the fiery proclamations made by one side or the other about the Vietnam War while it was raging must be weighed in the context of the stormy times. Even a relatively recent subject can be context sensitive. For example, if you cite 1995 statistics on the life expectancy of AIDS patients, your data would be wrong. Between 1995 and 1999, deaths from AIDS in the United States declined by 70 percent.2  

The bottom line is this: Evaluating Internet sources is basically an exercise in editorial judgment. If you can't identify the writer of source material, or the writer's tone is angry, the material is suspect. That's sound advice, of course, whether the source is online or bound in gold leaf and roosting on your library shelf.

Running a search
When you're ready to begin a search, experiment with different ways of framing your search questions. The computer doesn't care if you ask a stupid question or an intelligent one. In the worst case scenario, you're likely to get back the response "No items found." But you're far more likely to get more hits than you can sort out than too few. For example, a student assigned a paper on "Fictional Protagonists with Psychological Problems" entered the entire title in Google and got back 13,300 hits.
Here is an example from an actual search. The student, a senior at a large metropolitan state university, was researching a paper on the antisuffrage movement. Using IxQuick.com he entered Women's antisuffrage movement. He got twenty-five hits, ranked in order of relevance and almost all useful.
The student was drawn to one hit-a monograph by Susan E. Marshall titled Splintered Sisterhood (Madison: University of Wisconsin Press, 1997). A reading of the blurb showed the book covered his topic exactly. He printed out the description of the book and later learned it was available in his college library. Following a chain of links led him to a website, The Women's Suffrage Movement Project, which in turn linked him to positions of the antisuffragists. In a matter of seconds, he was well on his way to gathering sources maintained by sites with edu in their domain name.
Next, he went to InfoTrac College Edition and typed in Susan E. Marshall. The search returned two hits, one of which was a book review that cited two other books, Women against Women by Jane Jerome Camhi (Brooklyn, NY: Carlson, 1994); and Thomas J. Jablonsky's The Home, Heaven and Mother Party (Brooklyn, NY: Carlson, 1994). So now he not only had the names of three authors and their works, he also had leads to other sources.
By now you should be getting the idea. After less than five minutes at the computer, our student had references to three books and numerous journal sources, some of which were available online in full text. All the student did was type women's antisuffrage movement into the search engine, which did all the legwork.
This example is subject to our cautions about material taken off the Internet (see 5f). But it clearly shows the amazing power of the computer as a research tool. The student had not even tapped into the databases of his local library, which would have been the logical next step. Your authors can remember the horse-and-buggy days, when after hours of slogging through a library's collection, they might turn up a pitiful one or two sources. Those were not the good old days. These are.

Don't use any documenting format found on the Internet unless it's been approved by your instructor.

Useful Internet sites
Anyone who has ever surfed the net soon accumulates a list of favorite sites. The sites noted below should be particularly useful when you have to write a research paper. Bear in mind that the Internet is a volatile place, where the only constant is change. Its possible that some of these sites may have vanished by the time you read this book.
A useful site is the Bible concordance (word index) available through the University of Virginia's site, at etext.virginia.edu/relig.browse.html. On the site are versions of the Bible that can be accessed and searched electronically-a feature that is especially useful if you are doing research on a religious topic. Other online databases, some of which are open to the public, are also available from the University of Virginia at etext.virginia.edu.
You'll find an electronic encyclopedia on the web at www.encyclopedia.com. The thousands of articles here make the site a handy reference for preliminary search, on a variety of topics. The Internet Public Library (www.ipl.org) is a useful site for any researcher and has many links to other sources of information and help. Remember, too, to use the search engine of your choice to find sources that can help you every step of the way in writing your research paper. For example, using IxQuick.com, we typed in grammar help and immediately turned up sixty-seven sites offering online help with common grammatical problems.
Another useful reference site is Refdesk (www.refdesk.com), an enormous collection of reference materials, with a comprehensive series of links leading to a variety of good sources. For example, its dictionary collection includes links to the venerable Oxford English Dictionary as well as to Merriam-Webster's website. Under one roof, you'll find almanacs, guides, and newspapers and a stewpot of services, from the atomic clock to a subject index of facts.
Finally, don't overlook the Internet for help documenting the sources you cite in your paper. By typing MLA in the search box of Yahoo!, we were able to locate several sites that offered advice on documentation. Some of those sites were maintained privately; some were offered by junior colleges and other institutions. But all claimed to have up-to-date and accurate information on how to document sources. No doubt by the time this book reaches print, many more sites will be available just a telephone call and a few keystrokes away, thanks to the miracle of the computer.

Always fascinated by sound and electricity, Alexander Graham Bell conceived of transmitting speech by electric waves and experimented endlessly with that notion. His first complete sentence by telephone, "Mr. Watson-Come here-I want to see you," was spoken to his assistant, but the words are now famous the world over. At the Philadelphia Centennial Exposition in 1876, the telephone was introduced to the world. After a long, complicated litigation about patent rights, in which Bell's claims were upheld by the U.S. Supreme Court, the Bell Telephone Company was formed and later separated into several companies that continue to operate.
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What information to look for

Where to look for information

Assembling a working bibliography

Selecting your sources: Skimming

Note-taking

Plagiarism and how to avoid it

1. Where can I start looking for information on my topic? See 6b.
2. What exactly is plagiarism? See 6f.
3. What are the three broad categories of sources? See 6a.
4. What is a general index? See 6b-1.
5. What is a specialized index? See 6b-2.
6. What is the difference between a working bibliography and a final bibliography? See 6c.
7. Where should I start my search if my paper is about a novel? See 6b-2.
8. How can I get through a large number of references without reading every one of them? See 6d.
9. What are primary and secondary sources of evidence? See 6d-1.
10. How do I evaluate sources of evidence? See 6d-2.
11. How many notes should my paper have? See 6e-1.
12. What are the four kinds of notes? See 6e-5.

What information to look for
The sources you actually cite as supporting references in your paper typically consist of essays; book chapters; magazine, newspaper, or journal articles; treatises; pamphlets; and tape or disk transcriptions. These materials may be in printed, electronic, or photographic form. Exactly what kind of material you need to look for depends on your topic, thesis, and even the point of view you use in the paper.
In the beginning of your search, your aim is to find sources. By the end, you are arguing with some sources and agreeing with others, while evaluating them all for relevance and scholarly worth. Being able to tell the quality of one source from another is a sign that you have mastered your topic well enough to have formed your own opinions on it. But that stage comes later; for now, your task is to locate sources on your topic-which is why you are headed for the library.
Generally speaking, all sources can be grouped into three broad categories: single-fact information, general information, and in-depth information.
6a-1 Single-fact information
Single-fact information answers specific factual questions: In what year was Osama bin Laden born? Who assassinated Julius Caesar? What percentage of students admitted to Harvard Medical School in 2006 were foreign born? How many cantons does Switzerland have? How did the early Ethiopians avoid malaria? What is a tsunami?
Answers to these and similar questions can be found in dictionaries, almanacs, encyclopedias, magazines, even telephone books. To get the answers to single-fact questions, you also can ask your reference librarian, who is highly trained in information management, storage, and retrieval. Many libraries even have a reference librarian available to answer queries over the telephone.
6a-2 General information
General information provides an overview of a subject or a particular topic. For example, if you were writing a paper on Zionism-the movement to create a Jewish national state in Palestine-the Columbia Encyclopedia would be a good source of general information to answer these broad questions: When did the movement start? What brought it about? Who were its leaders? Where does the movement stand today?
Encyclopedias and other general-information sources usually are found in a reference room or section in most college libraries. (For guidelines about how to select general-information sources, see 6d.) Some libraries subscribe to online encyclopedia databases that make the search for information even easier. Others have an encyclopedia available on CD-ROM.
6a-3 In-depth information
In-depth information is found in sources that cover a topic in detail. For example, Admiral of the Ocean Sea by naval historian Samuel Eliot Morison provides in-depth information about the voyages, life, and times of Christopher Columbus. The Soul of a New Machine by Tracy Kidder gives an in-depth look at the process of building a new computer system. In-depth information is mainly found in books because many topics are too complex to be detailed in any other form. But essays and articles can also be useful sources of in-depth information, especially about new or particularly focused topics. Use a search engine to find relevant material on your research paper topic.
Research papers typically blend all three kinds of information-single-fact, general, and in-depth-the proportion of each varying with the nature and complexity of a particular topic.

Where to look for information
The more libraries become electronic, the more they begin to seem alike. Today even modest country libraries will have various online databases available to help the researcher. (See Chapter 5 for information on how to do electronic searches.) We suggest the following steps as you begin your search for information:
❑ Ask your librarian about online databases that might help you find information about your possible topic.
❑ Look up your topic in an online encyclopedia. Many encyclopedia articles, in addition to being good sources of information, will often suggest related subheadings worth exploring.

Try Encarta, an encyclopedia available in many libraries on CD-ROM. It offers many useful links to the World Wide Web.
❑ At the risk of being overwhelmed, you could check the Library of Congress's online catalog for books on your subject at catalog.loc.gov.
❑ Consult Appendix B of this book for an annotated listing of useful reference sources.
❑ Run a search of your topic in one of the search engines recommended in Chapter 5 (see 5d-4). Google (www.google.com) is a good beginning. All you do is type a name or subject into the search engine's window, then sit back and see how much information pops up.
❑ Check the bibliography at the end of encyclopedia articles.
❑ Search the computerized library catalog under the subject heading as well as any suggested cross listings. (See 3a-1 for how to use library catalogs.)
❑ Check Book Review Digest for summaries of reviewed books. This reference is often available online through a commercial database.
❑ For definitions of technical or controversial terms, check a standard dictionary, or go to Dictionary.com. You can also use a search engine to find other online dictionaries.
❑ Check Who's Who for information about noteworthy people. This resource often is available on a database.
❑ For information about countries and other places, consult gazetteers and atlases.
In addition to the library catalog and general references-encyclopedias, for example-the various indexes to published information are useful sources to consult at the beginning of your research. Basically the indexes are classified under two broad headings: general and specialized. In many libraries, these indexes are available on CD-ROM or from other computerized sources.
6b-1 General indexes
A general index catalogs information published in magazines, newspapers, and journals. Up-to-date information on a subject can be found in recently published magazines like Time, Newsweek, U.S. News and World Report, National Geographic, Harper's, Psychology Today, and Ebony; newspapers like the New York Times, the Washington Post, the Wall Street Journal, and the Atlanta Constitution; and journals like the Kenyon Review, Scientific American, and the Quarterly Review of Biology. Magazines and newspapers typically cover topical subjects; journals have a narrower, more specialized focus. Articles in these publications are indexed in either bound general indexes or computerized databases. Some of these indexes not only list the published article but also provide an abstract or summary of it; a few databases actually provide the full text.
The trend nowadays is for general indexes to be stored and presented electronically through a database. Indexes so arranged are easier to access, to say nothing of quicker, than indexes presented in bound volumes. A case in point is The Readers' Guide to Periodical Literature. Bound volumes of this index are virtually unavailable, with most libraries switching to the easier to manage electronic version. Figure 6-1 on the next page is a representation of a typical electronic entry from the Readers' Guide. We have added our editorial annotations as explanations of the different entry elements. Ask your librarian whether or not the library subscribes to a database that contains this index.

Figure 6-1 From The Readers' Guide to Periodical Literature
Many online databases, however, index only recently published material. Readers' Guide, for example, goes back to 1983 for selective publications. To conduct research on topics before 1983 will require consulting the bound volume, if you can find it. Some database indexes, such as the Galileo system, are developed and maintained by a state government for use by residents of the state. Other such systems no doubt exist in other states. You should always ask your research librarian about the databases to which your local library subscribes.
Magazine Index catalogs articles from twice as many magazines as the Readers' Guide, but its listings begin only in 1976. A current version lists articles for just the last five years. Articles are arranged by both subject and author.
Indexes to newspapers are invaluable for tracking down news articles about a subject. Usually an index gives the exact location of each article, an indication of its length, and a brief summary of the content. Articles are listed by subject. Figure 6-2 is a sample entry from the New York Times Index. The complete back file of the New York Times can be accessed by a Google search for "New York Times Article Archives." These archives contain over three million articles. Figure 6-3, on page 74, is a sample listing from a newspaper database.
6b-2 Specialized indexes
Specialized indexes catalog information on specific subjects. For example, the Social Sciences Index is a useful source for articles in the social sciences; for material on the humanities or education, the Humanities Index and the Education Index are good choices. Other specialized indexes are listed in Appendix B. Ask your librarian to direct you to the index most appropriate to your subject and to help you interpret its listings.



To find an index that specializes in your subject, enter index to [name of subject] on the World Wide Web window or in a search engine.
Choosing the right index takes editorial judgment. If you are researching, say, the political influences on art, you could consult Art Index, which is available online in some databases. Art Abstracts is another useful online index on the subject. For a paper on child abuse, you might consult Psychological Abstracts, which is likewise available online through your local library. The Social Sciences Citation Index is an excellent source of information on any social science topic, such as, say, the Kurd population in Iraq. When available online, these and similar indexes allow keyword searches that can, in a blink, uncover a host of material on any topic. If an index comes in old-fashioned technology, otherwise known as a book, its topics are typically alphabetically arranged. But searching in such a throwback will seem tedious, so before you begin the plodding, you'd be smart to ask your librarian if there is an electronic equivalent.
6b-3 Using interviews and surveys
Most of the information you use in your papers will come from books. But books are only one source of information. Interviews with some of the many experts found on campus can be another important source of information on virtually every topic. Many students overlook this important source. But it's a fact that one geology professor is worth at least his or her weight in books and often can refer you to other sources (books, journals, and magazines) that you might have overlooked.
If you do decide to use interviews in your paper, be sure you consult only experts in the field of your topic. An expert is someone who is acknowledged as an authority in a particular subject or who has had a unique experience with it. An example of the second kind of expert is the survivor of an airliner crash. If you're writing a paper about airline safety, the experience of an actual crash survivor can be used to add personal testimonial evidence to your thesis. Naturally, before you quote an expert, you have to establish his or her credentials. Doing so, however, can be touchy. The trick is to determine an expert's credentials without appearing to subject him or her to a third degree. One way to do that is to ask the expert for a curriculum vitae-the academic equivalent of a resume. Then you can copy the credentials you need to establish the expert's legitimacy.
A survey can also add another dimension to your paper, especially if you're writing about a topic in psychology or the social sciences. If you were doing a paper on the effect of deregulation on the price of natural gas in your community, surveying homeowners about what they're paying for gas under the new system could be very useful. Admittedly, not all papers can benefit from a survey. If you think your particular subject can, be sure to get your instructor's approval before you go to the trouble of making the survey.
6b-4 Corresponding by e-mail
E-mailing an expert and asking the right questions is an efficient way of getting information. In your e-mail, be sure to identify yourself and your research project, and to ask specific, pointed questions so that the expert knows what you're getting at and can answer quickly. Most teachers or other experts in a field are willing to help students who seem serious and diligent. Here is a sample e-mail to the student's church minister:
Dear Reverend Osborne: I am a freshman student at Butte Community College and am writing a paper on the success of church members who have joined one of the Maranatha projects to build churches in third-world countries. Since I know that you have sponsored several such projects, I would like to ask you some questions that would help my research:
• What motivates most students to join Maranatha?
• How much time is involved in a typical building project?
• Who pays for the student's trip to the target area?
• What are the students' general responses after finishing a project?
(Did they find it worth the effort? Were they inspired to continue to be altruistic, or did they burn out?)
Please accept my sincere appreciation for your time.

6b-5 Attending lectures, concerts, or art exhibits
A famous lecturer, artist, or musician passing through your campus or town may be used as a unique citation on your chosen topic. Such visits are usually announced in the local newspaper. For instance, if you are writing a paper on the lyrics of contemporary country music, and Tim McGraw is giving a concert in a nearby city, you might want to attend this performance and take careful notes about the themes and stories in the singer's repertoire. If the visitor is a lecturer, try to get a CD or hard copy of the lecture that you can cite. For an art exhibit, take notes on what you see and, if available, obtain a brochure about the artist. Whatever you do, don't forget to make a bibliographic card linked to your notes so you can make an accurate citation of the source when you write the paper.

Assembling a working bibliography
The bibliography is a list of sources on the research topic. The working bibliography is made up of those sources that you consulted for information; the final bibliography is an alphabetical list of the sources you actually used in the paper.
You assemble the working bibliography as you scan the reference material for information on the subject. Jot down promising sources on 3 X 5 cards-we call them bibliography cards. The cards should contain information about possible sources along with a brief note about why they are likely to be useful (Figure 6-4).

Figure 6-4 Sample bibliography card
Some instructors don't require that cards be used to create a working bibliography; they simply want students to have one, however it's compiled. Others insist that cards be used in the form described here.
Even though your inclination may be to compile your bibliographic references using a laptop computer, photocopier, material downloaded from the web, or a combination of those, there are persuasive reasons for using old-fashioned bibliography cards. The first is that you know exactly where your bibliographic references are located. Second, you can shuffle the cards to put your citations in any order you like. (Try shuffling a laptop entry with a photocopied source.) Third, you're less likely to lose citations stored on cards than splattered in a scattershot fashion here and here. The bibliography card system may be ancient, but its ease of use and convenience actually make the note-taking phase of your research easy to do. (See 6e-4 for how to take notes.) If you have a choice, use the bibliography cards.
Each source actually used will be recorded on two kinds of cards: the title on the smaller bibliography card; notes from the source on the larger note card-either handwritten or pasted up from your computer notes. A source you check but don't use will appear only on the working bibliography card. After you decide not to use a source, you can place its card in the inactive pack.
The process is simple:
❑ Record each source in ink on a separate 3 X 5 card.
❑ Use the same format on the bibliography cards that you will use later in the final bibliography. If you do that, you can prepare the final bibliography by simply copying from the cards the titles you actually use. List the following basic information on each card:
Name of author(s)
Title of work
Facts of publication
Page(s) of information
❑ In the upper right-hand corner of the card, write the name of the library or place where you found the source-for example, "Main city library," "County Museum," or "Uncle Jim's library."
❑ In the upper left-hand corner of the card, cite the library call number of the source, so that you can find it easily even if it's been reshelved. If you are using an electronic source, make accurate note of the full URL (Internet address).
Generally you will end up with many more sources in the working bibliography than are listed in the final bibliography. This is as it should be. Many sources are consulted but few chosen. False starts and dead ends are to be expected. Books will lure you on with a promising title and table of contents, but once skimmed will prove to be too technical, dated, or beside the point. As a researcher, you must ignore irrelevant sources, tracking down only those articles, essays, and books that promise to be useful.

Selecting your sources: Skimming
Seldom will you have the time to read every book or article written about your subject. Instead you'll do as the experienced researcher does-skim a source to determine its usefulness. If an initial skimming indicates that the source is helpful and to the point, you can read it carefully later. If the source appears to be dated, irrelevant, or otherwise useless, then you should set it aside and follow more-promising leads. But don't destroy the bibliography card of the discarded source: You may change your mind and want to return to it later.
Skimming, like most skills, improves with practice. Here are some hints on how to skim a piece of writing for major ideas:
❑ In a book, glance at the preface. That's where the author usually states what the book is about. Likewise, the afterword often recounts the author's major ideas.
❑ Look up the subject in the index of the book. Frequently you can tell from the number of pages devoted to the subject whether or not the book is likely to be useful. For instance, if you are looking in an English history book for information on Jack Sheppard, the eighteenth-century criminal, and see from its index that it contains only one page about him, you probably should move on to another source.
❑ Read the chapter headings. Often they reveal what each chapter is about. Subheadings also can tell you a lot about the major ideas in a book.
❑ Read the first and last two sentences in a paragraph to find out what information it contains. Generally the main idea of a paragraph is stated in its initial sentences and summed up in its final sentences.
❑ Glance at the opening paragraph of an article, essay, or book chapter. Often the author's thesis is stated in the first paragraph or two.

The thesis of an article is often listed in a subheading under the title.
❑ Glance at concluding paragraphs in an article, essay, or book chapter. Often these final paragraphs sum up the discussion and restate major ideas.
❑ Run your eye down the page, reading every fourth or fifth sentence, to get a fair idea of what the material is about.
6d-1 Primary and secondary sources
The judgments or conclusions in your paper must be backed by supporting evidence, which consists mainly of two kinds: primary and secondary sources. Primary sources are original writings by an author, documents, artifacts, laboratory experiments, or other data that provide firsthand information. A literary paper about an author might quote letters, memoirs, an autobiography, novels, short stories, plays, and personal notes by the author as primary sources of evidence.
Secondary sources are writings, speeches, and other documents about a primary source. The opinions of critics are important secondary sources. An experiment is a primary source; commentary on it by others is a secondary source. Making a picky distinction between these two is not necessary. It is only necessary to know that your papers should consist of both kinds of evidence.
6d-2 Evaluating sources
All sources are not created equal. They vary in quality of scholarship, force of argument, and accuracy of detail. Some sources are scholarly, useful, and accurate; others are worthless, silly, and misleading.
For example, a student writing a paper on human evolution would be grievously mistaken in taking the fossil remains of the Piltdown Man to be the missing link-no matter how many library sources say so. In a brief burst of glory the Pilt down Man was hailed as the missing link in human evolution. Many articles and books in the library still make this claim, though their authors would now dearly love to retract because the Piltdown Man has been exposed as a hoax. Although anthropologists know all about the Piltdown Man's checkered career, a studentresearcher might not. All fields are littered with errors preserved in the collections of libraries. Yet the student researcher, who is often a novice in the subject, must discriminate between error and truth in the writings of experts, which is tricky but not impossible.
Fortunately, there are some commonsense ways of evaluating sources of evidence:
❑ Choose sources that cover your particular subject in depth. For instance, if you were writing a paper on John Quincy Adams's presidential achievements in opposing slavery, a journal article on Adams's mission to Russia from 1781 to 1783 would be of little use because it is beside the point. But a helpful source would be Adams's own diaries or one of the definitive biographies about him that discuss his attitude toward slavery. In other words, choose only material that hits the proverbial nail on the head of your topic, ignoring any material that merely comes close.
❑ Recognize the point of view in sources. An article titled "How Marriage Counseling Can Undermine Already-Fragile Relationships" obviously does not have the same point of view as one titled Active Listening Has Become a Successful Tool in Marriage Counseling." The first is against marriage counseling; the second seems to favor it. Often the title and opening paragraph of a work immediately reveal the writer's point of view, which may or may not coincide with your own.
❑ Verify one opinion against another. No one who has conscientiously researched the literature on human fossils would be duped by the early claims on behalf of the Piltdown Man because those claims have been thoroughly discredited in later writings. In any given field, authors often comment on the work of their peers. The diligent researcher soon sees a consensus of opinion among experts that can be used to judge the reputation of an author or source.
❑ Note the date of the evidence. In certain fields of knowledge-particularly the natural and social sciences-conclusions change rapidly. In researching any topic you should therefore attach the greatest importance to the most recent data. Even traditional subjects, such as drug abuse or weight control, require that you use the most recent publications or electronic sources. If two sources differ only in date, cite the later one as your authority. Moreover, be aware that journals, although more difficult to read than magazines, usually contain more accurate and up-to-date sources. Magazines tend to be more general; journals more specialized.
❑ Exercise your editorial judgment. Try to evaluate the logic and likely authenticity of any source you intend to use. For example, if you are doing a paper on the possible existence of UFOs, you can and should analyze the testimony of alleged eyewitnesses. Common sense and keen attention to detail are the chief requirements for evaluating this kind, as well as many other kinds, of evidence. You need to train yourself to see contradictions, ironies, or out-and-out errors in the presentation of an argument.
❑ Check your evaluations against those of professionals. For example, the opinions of literary critics can give you an idea of how experienced readers respond to a certain novel. The Book Review Digest is a good source for critical opinions on books. You also can check the credentials of an author or expert in any of the various biographical dictionaries or Who's Who to judge how much weight to give his or her evaluation.
❑ Beware of statistics. You should question the credibility of any source that cites statistics. Exaggerated numbers are often tossed carelessly around in arguments and debates. To assert that "millions of minority youths walk the streets of Atlanta, unemployed" is to be figurative rather than factual. Be particularly wary of alleged numbers and statistics from which conclusions are drawn. Here are reliable references to find or check statistics:


Note-taking
Eventually the information you've uncovered through research must be turned into notes. Many students nowadays use computers to organize and save notes for later editing and incorporation into a rough draft, but dinosaurs that we are, we still recommend 4 X 6 note cards, which can be added to, deleted, or reshuffled during the initial drafting. Bear in mind, as you read and take notes, that a research paper should contain a variety of material taken from different sources. It is not enough to write down your own ideas and speculations, ignoring everyone else's opinions on the subject. Your own ideas should be derived from information uncovered on the subject through research, and a reader should be made aware not only of your conclusions but also of your evidence and reasoning.
6e-1 Choosing the number of notes
Students often are puzzled about how much of the paper should consist of their original writing and how much should be material drawn from sources. No exact rule exists. You should not write a paper consisting of a string of quotations and paraphrases, and nothing of your own. Nor should you glut the paper entirely with your own ideas, with only a token quotation or paraphrase here and there to give the illusion of research. Ideally the paper should consist of information from sources blended with your own commentary and interpretation. Certainly you should say what you think, but you also should say why you think it-what evidence exists to support your opinions, which authorities on the subject agree with you, and why those of a different opinion are probably wrong. In sum, the paper demands not only your opinionated conclusions but also evidence and other opinions supporting them.
6e-2 Formatting the note cards
❑ Use 4 X 6 cards for note-taking. Large enough to accommodate fairly long notes, 4 X 6 cards are also unlikely to be confused with the smaller bibliography cards.
❑ Write in ink rather than pencil so that the cards can be shuffled without blurring the notes.
❑ Write down only one idea or quotation on each card. Cards with only a single note can be put in any sequence simply by shuffling. If a note is so long that two cards have to be used, staple them together.
❑ Identify the source of the note in the upper left-hand corner of the card. Because the bibliography card already lists complete information on the source, use only the author's last name or keywords from the title followed by a page number. For example, use " Fiilop-Miller 10," or "Holy Devil 10," to identify a note taken from page 10 of Rasputin, the Holy Devil by Rene Fulop-Miller.
❑ Jot down in the upper right-hand corner of the card a general heading for the information the card contains. These headings make it easy to organize the notes by shuffling the cards. (Write the heading in pencil so that it can be changed.)
6e-3 Using the computer to take notes
For note-taking, some students prefer to use their laptops instead of cards. If that's okay with your instructor, then by all means go ahead. You can use two approaches: (1) You can download material and print it out, highlighting the passages you find particularly useful. (2) You can keep electronic sources in your computer, organizing them by folders and files, and later use the copy-and paste function to transfer quotations into your rough draft. Some neatnik students like this system because it spares them from having cards scattered all over their desks, with the attendant risk of losing some.
Using your computer to take notes is especially handy for filing your ideas by the major entries of your outline. For instance, if Roman numeral I of a research paper on civil disobedience covers famous writers who favored that tactic, you might create a folder titled "Pro Civil Disobedience." Within that general folder, you could nest individual files about writers like Plato, Henry David Thoreau, Walter Lippmann, and Martin Luther King, Jr., who all advocated civil disobedience under certain circumstances. But for this system to work, you had better be prepared to organize carefully.
If you do use your computer for note-taking, we recommend that you devise some sort of labeling system to keep strict track of your notes and where you found them. One simple thing you can do is number each note sequentially. Another is to insert beside the note more or less the same information that you would have scribbled on a note card. After the note, or before if you prefer, type in parentheses either the complete name of the source or enough key words from its title to identify it. After the title of the source, put the relevant page number-where in the book or article or other source the material appears. Because you have a bibliography card on every source you do use, you don't need to have the complete reference listed here. But, if you don't use bibliography cards, then you might as well identify the source of each note with a complete bibliographic citation. If you do that, you save yourself having to retype the citation later. All you have to do is copy and paste the note into the bibliography.
6e-4 Using a copy machine to take notes
Many students nowadays don't use note cards at all, preferring to simply photocopy pages from books or magazines. The popularity of this latest note-taking system is easily seen in the long lines at the library copy machines. Copying no doubt is easier than laboriously scribbling down information about a book or a quotation from one, but in some ways it is also more confusing and harder than using note cards. Most students who prefer copying to using note cards do not use bibliography cards unless an instructor requires them. Many instructors, in fact, do; but a few instructors do not, which means that if you do not carefully note from where you copied a source, you are likely to end up with an orphaned page.
Yet it's easy to see why some students prefer copying to note-taking. On the face of it, copying is easier. You simply place the page on the copy machine plate, insert a coin, press a button-and you have your source. Photocopying seems a painless alternative to scribbling down notes on a card. Better yet, if you own a text scanner or have access to one, you can first copy and scan any page and then simply paste any passage from it into your paper. Nothing could be simpler. Compared to that process, taking notes on a card and transcribing the information into a paper is definitely work from the Stone Age.
A couple of suggestions if you are in the mood to use a copy machine rather than to copy by hand:
1. Always write down details about the source on the top of the page immediately after copying it. Get in the habit of photocopying the source's pages that include the necessary bibliographic information.
2. Be neat about the pages you copy. Pages are bigger and messier than note cards, and many students who copy end up with a tangled snarl of unmanageable pages, some of which they hopelessly mix up. Nothing is more frustrating than having to trek back to the library to look up information you already found once but somehow lost.
6e-5 Kinds of notes
The notes you gather from your research must blend into the body of your paper to provide documentation in support of your thesis. These notes are of four kinds: the summary, the paraphrase, the quotation, and the personal comment.
a. The summary
A summary is a condensation of significant facts from an original piece of writing. A chapter is condensed into a page, a page into a paragraph, or a paragraph into a sentence, with the condensation in each case retaining the essential facts of the original. Consider the summary in Figure 6-5 of an description of Rasputin.
Common sense should govern your use of the summary. Some facts need to be quoted in detail, but others do not and can be just as effectively summarized. For instance, the summary shown in Figure 6-5 was for a paper on Rasputin that dealt mainly with the historical truth about the man, not with his physical appearance. So it was enough for the student to summarize certain of Rasputin's features that made him both repulsive and attractive. In another context, say, in a paper on the physical disfigurement of famous people, it might have been necessary for the student to quote generously from the eight-page description.
b. The paraphrase
The paraphrase restates a passage in approximately the same number of words as the original, using the syntax and vocabulary of the paraphraser. It is the most common form of note writing in research papers.
Paraphrasing achieves two purposes: First, it shows that you have mastered the material well enough to be able to rephrase it; second, it gives your paper an even, consistent style because both original material and source material are cast in your own words. Here is a short passage from The Fall of the Russian Monarchy by Bernard Pares. The passage has been paraphrased in Figure 6-6.
Meanwhile Rasputin, as he appears to have done earlier, disappeared into the wilds of Russia. Here too he was true to an historical type. Always, throughout Russian history, there had been stranniki or wanderers who, without any ecclesiastical com mission, lived in asceticism, depriving themselves of the most elementary of human needs, but gladly entertained by the poor wherever they passed. Some of them went barefoot even throughout the winter and wore chains on their legs. This self-denial gave them a freedom to address as peasant equals even the Tsars themselves, and there are many instances of their bold rebukes scattered over Russian history.

Figure 6-5 Sample note card containing a summary

Figure 6-6 Sample note card containing a paraphrase
c. The quotation
A quotation reproduces an author's words exactly as they were spoken or written, preserving even peculiarities of spelling, grammar, and punctuation. Use of an occasional quotation is justified where the authority of the writer is being evoked or where the original material is so splendidly expressed as to be altogether ruined by summary or paraphrase. If the quotation contains a misspelled word or other error, reproduce it faithfully, placing beside it [sic] to indicate that the error is not yours but the source's.
Student papers tend to overuse quoted material (so much so that many teachers automatically regard excessive quotations as a sign of padding). A good rule of thumb is to limit quoted material to no more than 10 percent of the total paper. Another good rule of thumb is to quote only when the authority of the writer is needed or when the material simply cannot be paraphrased or summarized.
Figure 6-7 shows a note card with a quotation. To place quotations on note cards, follow these rules:
❑ Put quotation marks around the quotation.
❑ Introduce the quotation or place it in proper context.
❑ Copy quotations exactly as they are written.
Occasionally a summary or paraphrase is combined with a quotation on a note card, the key phrases or words from the original source used to add literary flavor or authenticity to the note. Following is an original passage from The Fall of the Russian Monarchy. The note card in Figure 6-8 combines a paraphrase with a quotation from this source.
Nothing is more untrue than the easy explanation that was so often given, that he became the tool of others. He was far too clever to sell himself to anyone. He did not ask for presents and had no need; he had only to accept all that was showered upon him, and that he did briefly and almost casually, in many cases at once passing on the largess to the poor; his position was that of one who plundered the rich for the poor and was glad to do it.

Figure 6-7 Sample note card containing a quotation
d. The personal comment
Personal comments are ideas, conjectures, or conclusions that occur to you during the research. These notes generally are used to explain a fuzzy statement, stress a particular point, draw a conclusion, clarify an issue, identify an inconsistency, or introduce a new idea. Jot down the ideas as they dawn on you. If the personal comment deals with material on another card, staple the two cards together. An example of a personal comment is shown in Figure 6-9.

Figure 6-8 Sample note card containing a paraphrase and quotations

Figure 6-9 Sample note card containing a personal comment

Plagiarism and how to avoid it
Plagiarism is the act of passing off another's words and ideas as your own. In a cosmic sense, the process of learning is made up of countless tiny crimes of plagiarism because we all borrow freely from one another. No generation speaks a language of its own invention; few people actually create the proverbs and sayings they utter daily. The mother who tells her child, A thing of beauty is a joy forever," is plagiarizing from the poet John Keats; the father who warns his son, "Hell hath no fury like a woman scorned," has plagiarized from the playwright William Congreve. A teacher who encourages students to turn in their research papers early by telling them that "the early bird gets the worm" is plagiarizing from Benjamin Franklin. Innumerable other examples can be given to show how we freely and openly borrow ideas and expressions from one another.
Blatant plagiarism, however, involves the deliberate stealing of someone else's words and ideas, generally with the motive of earning undeserved rewards. A student who copies a friend's paper is guilty of blatant plagiarism. Likewise, a student who steals an idea from a book, rewords it, and then passes it off as an original thought has committed an act of plagiarism.
Under the conventions of writing research papers, you must acknowledge the source of any idea or statement not truly your own. This acknowledgment is made in a note specifying the source and author of the borrowed material. All summaries, paraphrases, or quotations must be documented; only personal comments can remain undocumented. In sum, to avoid plagiarism you must do the following:
❑ Provide a note for any idea borrowed from another.
❑ Place quoted material in quotation marks.
❑ Provide a bibliography entry at the end of the paper for every source used in the text or in a note.
Not every assertion can be documented, nor is it necessary to document what is common knowledge. For instance, it is commonly known that the early settlers of America fought wars with the Native Americans-an assertion that any student could safely make without documentation. Similarly, a student could write, "For centuries it was universally accepted in most parts of the world that inequalities of social status were ordained by God. Thus, both the earl in his castle and the peasant in his hut believed that God wanted them there." Since the tremendous gap between the rich and powerful and the poor and powerless of past ages is well known, this statement would not be considered plagiarism. As a rule, a piece of information that shows up in five or more sources can be considered general knowledge. Proverbs and sayings of unknown origins also are considered general knowledge and do not have to be documented.
The following, however, must be accompanied by a citation specifying author and source:
❑ Any idea derived from a known source
❑ Any fact or data borrowed from the work of another
❑ Any especially clever or apt expression, whether or not it says something new, that is taken from someone else
❑ Any material lifted verbatim from the work of another
❑ Any information that is paraphrased or summarized and then used in a research paper

It's not the length of the writing that determines whether you give credit to a source; it's the use of its phrasing or ideas.
Plagiarism in student papers is often an honest mistake. Most of the time a student in the crush of writing to meet a tight deadline-simply forgets to cite a source. Sometimes the student makes the mistake of thinking that the material is common knowledge and needs no documentation. To illustrate plagiarism in different degrees, we have reproduced a passage from a book, followed by three student samples, two of which are plagiarized.


The preceding is an example of outright plagiarism. No documentation of any sort is given. The writer simply repeats the passage almost verbatim, in effect taking credit for writing it.
Though documented with a footnote, the passage below is still plagiarism because the student has changed only a word or two of the original, without doing a paraphrase:

3. Hugh Seton-Watson, The Russian Empire, 1801-1917, vol. 3 of The Oxford History of Modern Europe (Oxford: Oxford UP, 1967), 547.
And here is an acceptable use of the material. The original is paraphrased properly and its source documented with a footnote:

3. Hugh Seton-Watson, The Russian Empire, 1801-1917, vol. 3 of The Oxford History of Modern Europe (Oxford: Oxford UP, 1967), 547.
One last caution. Students who would never think to borrow material from a printed source often take freely from electronic sources. That is plagiarism. We admit that it can be difficult citing sources on the web. Many sites don't name authors; others don't number pages; still others have finger-busting Internet addresses. But all systems of citation now have conventional ways of documenting material from electronic sources. See 9b, 10b, and 10d.

It will be easier to transpose your notes into the first draft of your paper if you make them in welldeveloped, complete sentences.


Formed in mold, penicillin was the first antibiotic to be used in the treatment of human bacterial infections. First observed by Scottish biologist Alexander Fleming in 1928, this "mold" became extremely effective in curing syphilis, gangrene, meningitis, pneumococcal pneumonia, and other infections that usually led to death. Despite hundreds of other antibiotics discovered in recent years, penicillin still remains an important part of antibiotic therapy.
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Preparing to write the rough draft: A checklist

Writer's block

Writing with a computer

Using your notes in the paper

How to use quotations to explore and discover

Writing with unity, coherence, and emphasis

Using the proper tense

Using graphics in your research paper

Writing the abstract

1. What should I do before I write my rough draft? See 7a.
2. Should I rely on a spell-checker? See 7c-2.
3. What is the string of pearls effect? How can I avoid it? See 7d-10.
4. Are my own ideas relevant to my paper, or should my paper reflect only "official" references? See 7d-11.
5. How do I know if a quote is a long quotation? See 7d-4.
6. What is an indirect quotation? See 7d-2.
7. What is the difference between a summary and a paraphrase? See 7d-1.
8. What does unity mean? See 7f-1.
9. How do I know which tense to use? See 7g.
10. How do I use the ellipsis? See 7d-9.
11. When is it appropriate to use graphics? See 7g.
12. Do I have to write an abstract? See 7i.

Preparing to write the rough draft: A checklist
The following is a practical checklist of things you should do before beginning to write the rough draft:
1. Formulate a thesis. If you do not have one written down, you should at least have a main idea for your paper. The thesis will emerge as you write.
2. Go over your notes, picking out only material relevant to your thesis. Bear in mind that thousands of papers are ruined every year by writers who try to cram in every single note, no matter whether or not it is pertinent. You must exercise editorial judgment-based on your thesis-about which notes you use.
3. Organize your notes in the order of their appearance in the paper. If you took our advice and used note cards, you can easily rearrange them. If you saved the notes in your laptop, you can cut and paste them in sequence, complete with bibliographic citations.
4. Write an outline or abstract of the paper, breaking down the thesis into an ordered list of topics. Juggle the topics until they are arranged in the most logical and emphatic order. If necessary, rephrase your thesis to give a more definite structure to the paper.
Once you have formulated the thesis, sorted your notes, and drafted the outline or abstract, you are ready to begin writing the rough draft. Work from the outline and your notes. Take advantage of the built-in dictionary and thesaurus that are available in your word-processing program or those that are easily accessible online.

Writer's block
Writer's block, in our view, is a misnamed condition. A writer is not a pipe through which water flows and which can be blocked by a pebble. All writer's block means is that you haven't found the right topic or you're expressing a point of view or opinion in which you don't truly believe. The writer who is enthusiastic about a topic and is eager to express an opinion on it never becomes blocked. Being blocked is a condition suffered mainly by writers who have no love for their topic.
Of course, it is possible for writers to judge their work so harshly that everything they write seems to them to be awful. The solution to this condition was proposed by the poet William Stafford who, when asked if he ever developed writer's block, replied, "Never. I just lower my standards." So if you should come down with "writer's block," lower your standards enough to get something rough down on paper. Once you have that rough draft, you can always refine it through editing.

Writing with a computer
For the writer, the computer is a godsend; for the scholar it can be a nightmare. Writing with a computer virtually eliminates holographic manuscripts-meaning handwritten manuscripts showing the actual changes made by the writer. Few documents are as revealing of the process of composition as a handwritten manuscript. But that is the scholar's loss, not the writer's.
7c-1 Overdoing it
One danger of the trackless changes of a word processor is the temptation to overrevise, to redo the paper over and over with little or no improvement in each successive version. Indeed, an earlier draft sometimes proves to have the best flow, a discovery often made after that draft has already been erased and lost. For this reason, we encourage students to save the earlier draft just in case it turns out to be better than a later one.
When writing the paper, do not use fancy fonts to dress up your work. These are usually much harder to read than a plain font. Also, do not resort to extravagances such as excessive capitalization to underscore a point.
7c-2 Using a spell-checker
Spell-checkers are dictionary smart but context dumb. They can catch the misspelling of a word, but none can tell you whether or not you have used a word correctly. Here is a classic example:


If you run this poem through your spelling checker, it will not flag a single word, proving again that there is no substitute for the human eye.

Using your notes in the paper
Notes, meaning quotations and paraphrases or summaries as well as your own personal observations, must be embedded in the text where they belong and tied into the context of the discussion with a reference. Using notes properly is essential to the success of the paper. Properly tied into the text, the note represents the extent and nature of your research efforts. You'll want to be sure that the progress of your paper is logical and that you haven't left out some important material (see also 7f ).
7d-1 Summaries and paraphrases
A summary is a condensation of an idea. A paraphrase is a restatement of an idea using approximately the same number of words as in the original. The sources of summaries and paraphrases must be given in the body of the paper, either in running text or in parentheses. Here is an example of a paraphrase used without mention of its source in the text:
When the court life of Russia died out at the imperial palace of Tsarskoe Selo, all kinds of political salons suddenly made their appearance in various sections of St. Petersburg. Although these new salons became the breeding ground for the same kinds of intrigues, plots, counterplots, and rivalries that had taken place at the imperial palace, somehow their activities seemed dwarfed, and their politics lacked the grandeur and dazzle that had accompanied the political style at the palace (Fulop-Miller 101).
In this case, parenthetical documentation of the paraphrase is sufficient. However, if you want to state a paraphrase more emphatically, or to throw the weight of an expert behind the summary, you should mention the source in the text:
As Hugh Seton-Watson points out in the preface to his book on the Russian empire, most people tend to forget that the Russian empire was multinational and therefore peopled with many non-Russian citizens, most important of whom were the Polish (ix).
The summary here is more emphatic because it is coupled with the name of the authority whose work is summarized.
7d-2 Direct and indirect quotations
A direct quotation is the exact reproduction of someone else's words. An indirect quotation reports what someone said or wrote but not in the exact words of the original. Direct quotations usually appear in quotation marks; indirect quotations never do. Study the following examples:




Research paper writers typically use a mix of both direct and indirect quotations to avoid the choppy style that results from a string of direct quotations alone. This blend maintains the continuity of the writer's own style, giving the text a smoother flow.
Direct quotations must be reproduced with the exact phrasing, spelling, and punctuation of the original. Any modification made in a quotation-no matter how minor-must be indicated either in a note placed in square brackets within the quotation or in parentheses at the end of the quotation:
Milton was advocating freedom of speech when he said, "Give me the liberty to know, to think, to believe, and to utter freely [emphasis added] according to conscience, above all other liberties" (120).
Quotations must blend logically into surrounding sentences so as not to produce an illogical or mixed construction. The following quotation is blended poorly:
Chung-Tzu describes a sage as "suppose there is one who insists on morality in all things, and who places love of truth above all other values" (58).
Here is the same quotation properly integrated into the sentence:
Chung-Tzu describes a sage as one who insists on morality in all things, and who places love of truth above all other values" (58).
7d-3 Using brief direct quotations
Brief quotations (four lines or less) can be introduced with a simple word or phrase. Look for the highlighted phrases in these sentences:
Betty Friedan admits that it will be quite a while before women know "how much of the difference between women and men is culturally determined and how much of it is real."
"God is the perfect poet," said Browning in "Paracelsus."
Vary your introductions to quotations. If you introduce one quotation with "So-and-so says ... ," try something different for the next, perhaps "In the opinion of at least one critic ... ," or "A view widely shared by many in the field affirms that. . ."
If the quotation is grammatically part of the sentence in which it occurs, the first word of the quotation does not need to be capitalized, even if it is capitalized in the original:

Bruce Thompson

Moreover, if a quotation is used at the end of a declarative sentence, it is followed by a period whether or not a period is used in the original:

Shakespeare

7d-4 Using long quotations
Unlike quotations of four lines or less, longer quotations need to be introduced by a sentence, placed in context, and explained. Moreover, long quotations must be set off from the text. Here's how:
❑ Introduce the quotation with a colon (unless the quotation runs on from the text that is, finishes a thought started in the text).
❑ Do not leave an extra line space between the text and the start of the quotation. Double-space everything.
❑ Indent the quotation ten spaces from the left margin of the page.
❑ In a quotation of two or more paragraphs, indent the first line of each paragraph an additional quarter inch or three spaces as in this example:
The final paragraphs of "A Rose for Emily" bring to a horrifying climax all the elements of Gothic horror that have pervaded the story:


If the quotation runs just one paragraph or the first line of the quotation is not the start of a paragraph, no extra indentation is needed:
In his novel Lady Chatterley's Lover, D. H. Lawrence creates a mesmeric and ritualistic effect as he describes the love scene between Mellors and Connie:
But he drew away at last, and kissed her and covered her over, and began to cover himself. She lay looking up to the boughs of the tree, unable as yet to move. He stood and fastened up his breeches, looking round. All was dense and silent, save for the awed dog that lay with its paws against its nose. He sat down again on the brushwood and took Connie's hand in silence. (150)
Lawrence has created a trancelike mood that conveys the symbolic importance of this scene.
❑ Quotations that are set off with an indentation are not set within quotation marks. (But quotation marks are used in long quotations around dialogue, titles of essays, titles of poems, and foreign phrases.)
❑ Do not leave an extra line space between the end of the quotation and the text that follows it.

Conventions used by various styles to handle long quotations:
1. Definition of a long quotation:
MLA: Any quotation longer than 4 lines.
APA: Any quotation longer than 40 words.
CMS: Any prose quotation of 8 or more lines; any poetry quotation of 2 or more lines.
2. Indentation:
MLA: 10 spaces or 1 inch.
APA: 5 spaces or 0.5 inch.
CMS: 10 spaces or 1 inch.
3. Quoted material longer than one paragraph:
MLA: Indent first lines of all paragraphs 3 spaces or 0.25 inch.
APA: Indent first lines of all paragraphs but the first 5 spaces 0.5 inch.
CMS: Indent first lines of all paragraphs (we recommend 5 spaces).
7d-5 Using quotations from poetry
Unless the stanzaic line needs to be preserved for stylistic emphasis, short passages of poetry should be in quotation marks and incorporated into the text. Verse quotations of two or three lines can also be part of the text, but separate the lines by a slash and leave a space on each side of the slash:
The raven's croak, the low wind choked and drear, / The baffled stream, the gray wolf's doleful cry" are typical Romantic images used by William Morris to create a mood of idle despair.
Verse quotations of more than three lines are formatted much like long prose quotations: They are introduced with a colon; they are separated from the text (above and below) by regular double-spacing; and are indented one inch or ten spaces from the left margin. Do not add quotation marks that do not appear in the original poem. Notice also that no quotation marks are used at the start or the end of each quotation. The spatial arrangement of the original poem (indentation and spacing within and between lines) should be accurately reproduced:
In the following lines from You Ask Me Why, Tho' III at Ease," Tennyson expresses the poet's desire for freedom to speak out:

A quotation beginning in the middle of a line of verse should be reproduced exactly that way, not shifted to the left margin:
As Cordelia leaves her home, exiled by Lear's folly, she reveals full insight into her sisters' evil characters:


7d-6 Using a quotation within another quotation
Use single quotation marks to enclose a quotation within another brief quotation:
Rollo May is further exploring the daimonic personality when he states that in his essays, Yeats goes so far as to specifically define the daimonic as the 'Other Will.'"
For quotations within long indented quotations, use double quotation marks:
In his essay "Disease as a Way of Life," Eric J. Cassell makes the following observation:
As the term "diarrhea-pneumonia complex" suggests, infants in the Navajo environment commonly suffered or died from a combination of respiratory and intestinal complaints that are not caused by any single bacterium or virus.
7d-7 Punctuating quotations
The rules for punctuating quotations are few and simple:
❑ Place commas and periods inside the quotation marks:
"Three times today," Lord Hastings declares in Act 3, "my foot-cloth horse did stumble, and started, when he look'd upon the Tower, as loath to bear me to the slaughter-house."
❑ Place colons and semicolons outside the quotation marks:
Brutus reassures Portia, You are my true and honourable wife, as dear to me as are the ruddy drops that visit any sad heart"; consequently, she insists that he reveal his secrets to her.
❑ Place question marks and exclamation points inside the quotation marks if they are part of the quotation, but outside if they are not:
King Henry asks, "What rein can hold licentious wickedness when down the hill he holds his fierce career?"
But:
Which Shakespearean character said, "Fortune is painted blind, with a muffler afore her eyes"?
7d-8 Handling interpolations in quoted material
Personal comments or explanations within a quotation must be placed in square brackets (not parentheses). The word sic in square brackets means that the quotation has been copied exactly, errors and all.
The critical review was titled "A Cassual [sic] Analysis of Incest and Other Passions."
The sic indicates that Cassual is reproduced exactly as it is spelled in the original.
Here is an explanatory interpolation also set off in square brackets:
Desdemona answers Emilia with childlike innocence: "Beshrew me if I would do such a wrong [cuckold her husband] for all the whole world."
7d-9 Using the ellipsis
The ellipsis-three dots with a space before and after each dot is used to indicate the omission of material from a quotation. Omissions are necessary when only a part of the quotation is relevant to your point. Use of the ellipsis, however, does not free you from the obligation to remain faithful to the intent of the author's original text. The following example shows how the misuse of the ellipsis can distort an author's meaning:

Malcolm Cowley


A period is not the same as the dot of an ellipsis. Ellipsis dots have a space between them. A period follows a word with no space between.
If you are quoting no more than a fragment, and it is clear that something has been left out, no ellipsis is necessary:
Malcolm Cowley refers to Faulkner's "mythical kingdom."
But when it is not clear that an omission has been made, the ellipsis must be used.
These are the rules:
❑ Omissions within a sentence are indicated by three spaced dots:

Adrian Desmond

Two omissions are made in the quotation, and both are indicated by an ellipsis of three spaced dots.
❑ Omissions at the end of a sentence use a period followed by three spaced dots:
Adrian Desmond, arguing that the dinosaurs were once dominant over mammals, points out that for millions of years the mammals were "a suppressed race, unable throughout that span of time to produce any carnivore larger than cat-size...."
Notice that the first dot is a period. It is placed immediately after the last word with no intervening space.
If the ellipsis is followed by parenthetical material at the end of a sentence, use three spaced dots and place the sentence period after the final parenthesis:
Another justice made the following, more restrictive, statement: You have the right to disagree with those in authority ... but you have no right to break the law ..." (Martin 42).
❑ Omissions of a sentence or more also are indicated by four dots; however, a complete sentence must both precede and follow the four dots. Here's an example:

Immanuel Velikovsky

The quotation is unacceptably used because the fragment `According to Manuscript Troana" is placed before the four dots. Here is an acceptable use:
That species of animals may have been made extinct by some worldwide catastrophe is not unthinkable. Immanuel Velikovsky states that "Manuscript Troana and other documents of the Mayas describe a cosmic catastrophe.... The face of the earth changed, mountains collapsed, other mountains grew and rose over the onrushing cataract of water driven from oceanic spaces, numberless rivers lost their beds, and a wild tornado moved through the debris...."
Complete sentences are reproduced before and after the four periods, satisfying the convention.
❑ Omissions of long passages-several stanzas, paragraphs, or pages-are marked by a single line of spaced dots:
Speaking through the prophet Amos, the God of the Israelites warns sternly:


❑ Omissions that immediately follow an introductory statement require no ellipsis:


Although an omission has been made in the beginning of the quotation, the use of an ellipsis following the introductory statement is unnecessary.
7d-10 Overusing quotations
No passage in the paper should consist of a long string of quotations. A mixture of summaries, paraphrases, and quotations is smoother and easier to read; moreover, a mixture gives the impression that you've done more in your paper than simply patch together bits and pieces from books and articles. Here is an example of a paragraph crammed with too many quotations:
According to McCullough, the groundswell of public opinion against the Japanese started in the early 1900s" (191). This is when the United States Industrial Commission issued a report stating that the Japanese are more servile than the Chinese, but less obedient and far less desirable" (Conrat 18). At about the same time, the slogan of politician and labor leader Dennis Kearney was the Japs must go!" (Daniels 10). The mayor of San Francisco wrote that the Japanese cannot be taken into the American culture because they are not the stuff of which American citizens are made" (9-10). In 1905, writes McCullough, the Japanese and Korean Expulsion League held its first meeting and spawned many other such similar organizations" (102).
Here is an improved version, which deftly turns many of the quotations into summaries and paraphrases, resulting in a cleaner, less cluttered paragraph:
The anti-Japanese movement in America goes back to the turn of the century, when the United States Industrial Commission claimed that the Japanese are more servile than the Chinese, but less obedient and far less desirable" (Conrat 18). At about the same time, the slogan of politician and labor leader Dennis Kearney was The Japs must go!" while the mayor of San Francisco insisted that it was impossible for the Japanese to assimilate into American culture and that they were not the stuff of which American citizens are made" (Daniels 9-10). In this xenophobic atmosphere, the Japanese and Korean Expulsion League was formed in 1905, and a number of other anti-Japanese societies followed (McCullough 102).
Notice, by the way, that the improved version contains fewer references than the original. The blend of summaries, paraphrases, and quotations not only reduced clutter, but also cut down on the number of notes by combining references from the same source into a single sentence and under a single note. By this deft blending, you also avoid "the string of pearls effect," that is, having one quotation follow another in rapid succession.
7d-11 Personal commentary
In your research, you no doubt will arrive at your own ideas and opinions about the topic-that's a part of learning and one of the reasons teachers assign research papers. A good paper is made up not only of other writers' ideas, but also of your own, backed by solid evidence. Some of your own opinions appear as personal comments in your notes, but others occur to you as you write the first draft. For instance, one student, writing a paper arguing that the present grading system in universities does not help learning, incorporated this personal note into her paper:
The University of California at Santa Cruz does not use GPAs, bell curves, or class ranking to judge a student's academic ability. Instead, it uses a pass/no pass system accompanied by the instructor's narrative comments on the student's work. Yet, UCSC is often praised for its atmosphere of fostering learning for learning's sake and encouraging students to try new fields of knowledge without risking a bad transcript.
The student's opinion was based on evidence gained after visiting a friend at the university.
Without personal notes like these, your paper might seem wholly strung together from the ideas of others, with nothing of your own in it. Be sure that your rough draft reveals your own points of view, your own beliefs, and your own conclusions.

How to use quotations to explore and discover
Your role in the research paper is not simply to cite a parade of authority opinions; it is also to react to them according to your personal theories and views. Authority opinion should be used to support or confirm your own viewpoint, not to replace it. If you agree with an opinion, say so and why. On the other hand, if you disagree, state the case for your disagreement. In writing the research paper, you must claim your seat at the banquet table of opinion as an intellectual equal. The thesis should reflect your own views or speculations on the topic, and the authorities you cite should never be given more credence than your personal judgment.
What we have described is, of course, an ideal that often is undone by the timidity of student-researchers. Many students feel that they cannot or should not doubt authority, much less debate its views. But that is exactly what you must do if your research paper is going to be original. You must assert your opinion; you must react to the research; you must say why you think it right or wrong. Consider an example from a paper arguing that boxing should be banned because its only objective is to injure an opponent. Early on in the paper the student cites Joyce Carol Oates's famous essay "On Boxing":
To turn from an ordinary preliminary match to a "Fight of the Century," like those between Joe Louis and Billy Conn, Joe Frazier and Muhammad Ali, Marvin Hagler and Thomas Hearns, is to turn from listening or half-listening to a guitar being idly plucked to hearing Bach's Well-Tempered Clavier perfectly executed, and that too is part of the story's mystery: so much happens so swiftly and with such heartstopping subtlety that you cannot absorb it except to know that something profound is happening and it is happening in a place beyond words.
So angered was the student by the quotation that he follows it with this satirical commentary:
One can only imagine the deviant mind that can draw a parallel between the divine music of Bach and the bestial antics of professional boxers. How can one compare hands that break skulls, detach retinas, crush spleens, and cause fatal injuries, to hands that create musical chords to soothe human souls and transport people away from pain to a sphere of peace and pleasure?
No formula exists for judging ideas; the process will always be idiosyncratic and grounded in personal values. Research should inform our best decisions and influence our values, but there will always be issues over which sincere people disagree. As the writer of research papers, you should not be afraid to defend what you believe or to disagree with those with whom you differ.

Writing with unity, coherence, and emphasis
The primary rule of writing the research paper is that your notes must be blended smoothly into the natural flow of the paper. Paraphrases, summaries, indirect quotations, and allusions must be edited for smoothness. Quotations, of course, have to be used verbatim, must not be altered in any way, and yet must be made to fit into the context of the paper. Transitions between ideas should be logical and smooth. The paper should not seem a patchwork of unrelated snippets. In sum, you must observe the rhetorical principles of unity, coherence, and emphasis.
7f-1 Unity
The rhetorical principle of unity means that a paper should stick to its chosen thesis without rambling. If the thesis states that Japanese art influenced French impressionism, the paper should cover exactly that subject and nothing more. If the thesis proposes to contrast the lifestyles of inner-city residents and suburb dwellers, the paper should pursue just that comparison, ignoring all side issues no matter how fascinating you find them. To write a unified paper might require you, as one English teacher put it, to "kill your babies." Every writer has had to commit such editorial murder of a favorite image, word, phrase or sentence that simply didn't fit.
To observe the principle of unity, you simply have to follow the lead of your thesis. Properly drafted, the thesis predicts the content of the paper, controls its direction, and obligates you to a single purpose. You introduce only material relevant to your thesis, suppressing the urge to dabble in side issues or to stray from the point. Such single-mindedness will produce a unified paper that is easy to read.
7f-2 Coherence
If unity means "sticking to the point," coherence means "sticking together." To make your writing coherent, you must think of the paragraph as expressing a single idea to which the individual sentences contribute bits of meaning. Here are four suggestions to help you write coherent paragraphs:
❑ Repeat key words or use clear pronouns. Either repeat key words or make certain that the pronouns you use clearly hark back to them. In the passage that follows, notice how the key word villain is either repeated or replaced by a pronoun clearly referring to it:

Repetition of the word villain and use of the pronouns he, himself, and his, which refer to villain, provide a common thread connecting all five sentences.
❑ Use parallel structures. The deliberate repetition of certain words, phrases, or clauses in a paragraph can give sentences a cohering rhythm and harmony, as the repetition of can and a verb does in this example:

❑ Use transitional markers. Transitional markers are words or phrases used to assert the relationships between the sentences of a paragraph. Common among these markers are the conjunctions and, or, nor, but, and for. Other, lengthier connectives also are used to ensure coherence. Consider the highlighted words in this passage:


Transitional markers add to the coherent and smooth development of the ideas in a paragraph. Here are some of the most common transitional markers and how they are used:
Adding: furthermore, in addition, moreover, similarly, also
Opposing: however, though, nevertheless, on the other hand, unlike
Concluding: therefore, as a result, consequently
Exemplifying: for example, for instance, to illustrate, that is
Intensifying: in fact, indeed, even, as a matter of fact
Sequencing: first, second, finally, in conclusion, to sum up, in short
❑ Use a transitional sentence. One common way to make the transition from one paragraph to the next is to open the second paragraph with a straddling sentence. This is a sentence that stands with one foot on the paragraph that is just ending and the other on the one that is just beginning. Here is an example of the use of a transition sentence that straddles two paragraphs:
Anyone with an interest in biography soon becomes interested in Boswell's Life of Johnson. It stands next to other biographies as Shakespeare stands beside other playwrights: towering above them all. For more than two centuries it has been continuously in print, and in that time it has won innumerable admirers. No other biography has given so much pleasure; no other biography has created such a vivid central character. It has become a truism that, as a result of Boswell's extraordinary book, Samuel Johnson is better known to us than any other man in history.


Boswell's Presumptuous Task, Adam Sisman
7f-3 Emphasis
The rhetorical principle of emphasis requires the expression of more important ideas in main or independent clauses and of less important ideas in subordinate or dependent clauses. In sum, emphatic writing attempts to rank ideas through grammatical structure. Here's an example of a piece of writing that is not emphatic:

The grammatical treatment of ideas is altogether too democratic. A reader simply cannot distinguish between important and unimportant ideas because they are both expressed in a similar grammatical structure. Here is the same passage made emphatic:

By placing subordinate ideas in subordinate clauses, the writer achieves a focus that's missing from the unemphatic version.

Using the proper tense
MLA and CMS styles use the present tense to cite a work (e.g., "Leaver suggests"). APA style requires the past or present perfect tense to cite a work (e.g., "Gomez, Haggart, and Franz have noted"). Papers in the humanities usually are written in the present tense because their comments have universal significance that makes them true now or then. Here is an example:

Although the novel itself was published 1997, the comments about it are in the present tense because they continue to be true today.
Papers in the social sciences and certain of the life sciences use the APA style. They usually are written in the past or present perfect tense because most of the time the writers are indicating the results of studies or experiments that took place in the past. But exceptions do exist. Look at this student example:

As the example indicates, the APA style requires the past tense (reported, was) for sources cited but the present tense (is) for generalizations and conditions that remain true today. It requires the present perfect tense (has been) for experiments or conditions that have been reported and are still valid.

Using graphics in your research paper
The ease with which graphics can be downloaded from the Internet or scanned from books and periodicals has changed the look of the modern student research paper. Students nowadays routinely include illustrations in their research papers. A paper on ancient Mesopotamian art might include an illustration of some typical pottery or cave drawing from that period. A paper on infant mortality, or on shifts in the housing market, might feature a pie chart, a block table, or some graph to emphasize a point. If you have the expertise, many computers allow the creation of tables, line graphs, or pie charts on your own. Or you may prefer to download such items from various electronic sources.

Don't use graphics just to fill up pages in your paper. Only use them when they add significantly to the content of your work.
Here are some electronic sources for graphics you can download and use in your paper:




Here are some general rules to which you should pay attention:
1. Place your graphics as close as possible to their introduction. Don't separate text from artwork by pages.
2. Know the difference between figures and tables. A table presents information systematically, usually by columns. Any illustration that is not a table is a figure, such as a blueprint, chart, line drawing, map, or other artwork. Tables use the heading "Table" at the top of the illustration; figures use the heading "Fig." at the bottom of the illustration. All figures as well as tables must be numbered consecutively. (See the samples that follow.)
3. Provide the source (book, periodical, agency, or URL) for any illustrations used. (See samples that follow.)
4. Full-color art is acceptable if you have a color printer, but the headings and explanations should be in black print.
5. Always explain the table or figure before you show it in your text.
6. Make your explanations as brief and clear as possible.
(For how to document graphics, see Chapter 9, 10, or 11 for the documentation system you are using.)
The following are some sample illustrations of what a student might typically use.
❑ For a paper on the Middle East conflict up to September 11, 2001:

❑ For a paper concerning infant mortality due to mothers smoking:

❑ For a paper on ancient Greek art:

❑ For a paper on the work in anthropology of Mary Leakey:

❑ For a paper on the financial difficulty young couples face in trying to buy a house in the last decade:

❑ For a paper on Robert Penn Warren's poem "Evening Hawk":


Writing the abstract
An abstract -a summary of the major ideas contained in your research paper-is for papers written in the APA style. Although the abstract replaces an outline, we suggest for the sake of logical progression and balance in the paper that you write from an outline, even if you are not required to submit one. Writing the abstract in coherent paragraphs is relatively easy if you have outlined your paper. To produce a smooth abstract you need only link and condense the main ideas of the outline with appropriate commentary.
In writing the abstract, use no more than one page (about 120 words). (Remember that the whole point of abstracting is to condense.) The abstract always falls on page 2, the page after the title page. It should have a running head and page number. Center the title `Abstract" (without quotation marks) one inch from the top of the page.
The abstract should meet the following criteria:
1. Reflect accurately the purpose and content of your paper
2. Explain briefly the central issue or problem of your paper
3. Summarize your paper's most important points
4. Mention the major sources used
5. State your conclusions clearly
6. Be coherent so that it is easy to read
7. Remain objective in its point of view
Here is an example from a student paper:
Vitamins 2
Abstract
Until recently, the official view on healthful eating was that anyone who ate a normally balanced diet did not need vitamin supplements. However, recent research by a team at Trinity College in England and at Brigham and Women's Hospital in Boston concludes that certain vitamins, especially the vitamins A, B, C, D, and E (also called antioxidants), can help prevent such serious diseases as heart failure, diabetes, depression, flu, and eye problems. The conclusion of this research is that although vitamins cannot substitute for good eating habits, plenty of exercise, and not smoking, the findings do strengthen the argument for adding vitamins as a nutritional supplement.


Human beings have always envied eagles and seagulls for their ability to flap their wings, sail on high, and dodge through the air. Orville and Wilbur Wright, two brothers from Dayton, Ohio, had their interest in flying aroused by the German engineer Otto Lilienthal's glider flights. Both excellent engineers, the brothers used the facilities of the bicycle repair shop and factory they owned for a place to experiment with flying. On December 17, 1903, they made the first controlled, sustained flight in a power-driven airplane, near Kitty Hawk, North Carolina. After this astounding accomplishment, they continued their work in Dayton and built several biplanes. Their record-breaking flights earned them world recognition, and in 1909 the U.S. government accepted their planes for army use.
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Principles of revision

Revising the opening paragraph

Revising sentences for variety and style

Revising words: Diction

Rules for writers. Not.

1. How many times should I reread my writing? See 8a-1.
2. How should I proceed in my revision? See 8a-2.
3. How can I spice up my introductions? See 8b-1.
4. Can I refer to myself in the paper as "I"? See 8c-2.
5. What is sexist language? See 8c-3.
6. What are meaningless words and phrases? See 8d-4.
7. What is the active voice and why should I use it? See 8c-1.
8. How do I revise the body paragraphs? See 8b-3.
9. What are redundant expressions? See 8d-3.
10. Why shouldn't I use a big word if I know one? See 8d-5.

Principles of revision
Revision is partly a psychological and partly a mechanical process. All writers who wish to write well must learn how to revise their work. Take the sentence you just read. It is not what we first wrote, but what we ended up with after revision. Originally, we wrote this: "Every writer who wishes to write well must learn to revise his work." The problem with that sentence is that its use of the pronoun "his," by typecasting every writer as a man, is sexist. We could have changed this sentence to read "Every writer who wishes to write well must learn how to revise their work." But that would have meant using a plural pronoun, "their," to take the place of a singular noun, "every writer." If this were an informal paper, that usage would be perfectly acceptable. However, a formal research paper is held to stricter standards of grammar, and many instructors would regard such a construction as wrong. This kind of adaptation of language and grammar to fit a particular audience is what we mean when we say that revision is partly psychological.
The process of revision is also partly mechanical. As you comb over the first draft, you will no doubt find misstatements of opinions and errors of facts. Grammatical mistakes made in the heat of composing will suddenly become apparent. You'll find instances of poor word usage. A better way of phrasing an idea will occur to you. Some paragraphs will seem tedious and overstuffed with details. Others will strike you the very opposite way-as too thin and requiring shoring up with more data. All these miscues and mistakes, big and little, will occur to you during the revision process. As veteran writers have said, "There is no writing; there is only rewriting."
8a-1 Rereading your writing
"The last act of writing must be to become one's own reader," said John Ciardi, the American poet. All revision is based on repeated rereading of the first draft. Dedicated writers are fanatic about rereading their material. One novelist claimed he revised every page 20 times; another boasted that he went over every line he wrote at least 150 times. Our own efforts at revising fall somewhere between those two numbers.
How often should you go over your rough draft as you revise it? Certainly, the typical student cannot go over the material 30 times or 150 times or even 10 times. Nor can the busy instructor. But most writing teachers agree that the research paper writer should go over the text a minimum of three times.
8a-2 Revising the paper from biggest to smallest elements
Many instructors recommend that in their revision, students work from the biggest elements to the smallest. This is, on the whole, good advice because it makes the act of revision methodical. Bear in mind, however, that just because you're focusing on finding mountains is no excuse for ignoring mole hills. If in your first revision pass you discover a small fry, such as a misspelled word, by all means correct it even though you're after bigger fish.

Revising the opening paragraph
Check your opening paragraph to see whether your beginning is sprightly enough to draw in your reader. Check the thesis to be sure that it is not muddled or vague. Your thesis, which typically is the final sentence of the first paragraph, should clearly explain what your paper proposes to argue, assert, or do. Here's an example of a muddled opening:
Most women think that they will be victimized by men and that this is a normal state of affairs; therefore it is important that women fight back by standing up for themselves. They must refuse to play second fiddle to men. On the other hand, given the present distribution of power and privilege, women are bound to be tinged by the historical leftovers of inequality. In order to get along in the world, they will have to show a certain amount of admiration for men and a willingness to accommodate them. My paper is an attempt to demonstrate that this is a backward tactic.
This introduction has too many themes: Women are victimized by men; women should stand up to men; women's roles are still affected by the inequality of the past; to get along in the world, women must show a willingness to accommodate men. The student was advised to focus her research on, and develop, one point. Here's her rewritten introduction:
Today our society enforces femininity by certain unspoken threats, and if a woman tests the limits of her gender beyond a certain point, she will lose the approval of women as well as men. For example, if she is viewed as pushy, assertive, aggressive, and selfish, she may lose her job, her boyfriend, and alienate her family. Moreover, a woman who dares to oppose this patriarchal system risks being perceived as both unfeminine and undesirable. That is why some women have resigned themselves to playing a narrowly prescribed role in this male-dominated drama. But this unacknowledged principle of surrender to masculinity has become too costly for women of this generation to continue engaging in it.
With the thesis now plainly stated in the last sentence, the introduction is clear and sharp.
8b-1 Revising the introduction
Opening paragraphs usually consist of two sections: an introduction and a thesis. The introduction is made in the initial sentences; the thesis is, traditionally, the final sentence of the paragraph. Because it gives the reader a first glimpse of what's to come, the introduction is critically important to the paper. A sprightly and attractive introduction will entice your reader to read on and to want more. A drab introduction will have the opposite effect. Beginnings are limited only by the writer's imagination. You may find a boost in three time-honored strategies for beginning a paper: Use a quotation, ask a question, or present an illustration.
a. Use a quotation
Beginning the paper with a quotation that your opening remarks either support or refute has the advantage of immediately plunging into the topic. The quotation can be a well-known saying or any especially apt comment. A dictionary of familiar quotations is available in the reference section of all libraries, with quotations listed by subject headings. Be sure that the quotation you use is applicable to the topic and that it leads naturally to your thesis. In this introduction the quotation suggests that civil servants should be trained professionals:
"There are some things we can no longer afford-above all we can no longer afford to do without highly trained government officials." These words are found in the diary of Felix Frankfurter, chief justice of the United States under Franklin Delano Roosevelt. Frankfurter's warning that government jobs cannot be left to amateurs who are appointed because they gave money to a president's election campaign or otherwise curried favor with the candidate is even truer today than it was sixty years ago.

Go to any search engine and type in "dictionary of quotations." Then follow the links to a gold mine of quotations.
b. Ask a question
Asking a question has the advantage of allowing you to steer the discussion in exactly the direction you want to go. Here's an example from a paper advocating expanded welfare assistance to single mothers with children:
Would you really want to exchange places with a mother on welfare because she gets for free money that others earn? Before you say yes, consider the case of Joan Smith. She washes her clothes in a bathtub. She travels everywhere by bus or foot. She lives with rickety furniture in an apartment that rattles every time trucks drive by. Shootings that endanger her children's lives are common in her neighborhood. She feels disgraced because she is poor and dependent on the public dole. The irony of her situation is that she is bright and filled with intellectual curiosity. She could go to college if only someone would pay her way. I believe in a welfare system that helps single mothers with dependent children improve their lives by offering them a free education so that they can pursue a career that will eventually help them get off welfare and live with independent dignity.
c. Present an illustration
Anecdotes or examples that illustrate a point are popular openings for both sermons and papers. Start your paper with a riveting illustration, and your reader will eagerly follow you. Here is an example from a paper arguing that the original versions of fairy tales, although more gruesome than the modern ones, also were harmless and more appealing:
When Cinderella's wicked stepsisters saw the prince holding up the glass slipper during the ball and looking eagerly for the girl who could wear it, they sliced off their heels and toes in an effort to make that slipper fit. This scene appears in the original version of "Cinderella." It is rather grisly but typical of many fairy tales before they were sanitized to omit the more gruesome details for fear they might scare children or harden them to torture, torment, and mayhem. But modern research by a number of leading psychiatrists and psychologists reveals that coping with imaginary evil, including violence, is healthy for children and does not turn them into neurotic or cold-blooded adults.
Aptly chosen, the right anecdote or example can be an effective introduction for your research paper.
8b-2 Check that your paragraphs follow the sequence of topics in the thesis
The topic sentences of your paragraphs must follow the same sequence as the points of your thesis. If the thesis announces that it will cover a, b, and c, your topic sentences must appear in that same sequence. Consider this thesis:
Although drugs do effectively lower cholesterol and reduce the risk of heart attack or stroke, many have serious side effects that include headache and muscle pain, severe allergic reactions that affect breathing, and even permanent damage to the liver and inflammation of the pancreas.
As you thumb through the paper, however, you find its paragraphs covering this sequence of topics:
1. An introduction to cholesterol-reducing drugs that lower the risk of heart attack and stroke
2. Headache as a side effect
3. Muscle pain as a side effect
4. Pancreatic inflammation as a side effect
5. Liver damage as a side effect
6. Allergic reactions that affect breathing
The paragraphs have the topics in a different sequence than was announced in the thesis. Jumbling the sequence of topics makes the paper harder to read. If you do not cover the topics in the order promised by your thesis, you need to either rewrite the thesis or shuffle the paragraphs so that the two sequences match.
8b-3 Revising the body paragraphs
By body paragraphs we mean those in the middle of the paper where the argument is at its thickest. Don't make these paragraphs so compact and dense as to choke the reader with details. A long paragraph forces the reader to swallow information in one big gulp. Its better that the information be organized in tidbits of shorter paragraphs. Here is an example:
Sexual harassment has declined by 20 percent this year. So states the Equal Employment Opportunities Commission (EEOC), a federal agency that upholds all federal laws prohibiting job discrimination. How can this statistic be true? Have people changed their characters or basic instincts? Have women become less squeamish about being touched by male fellow workers, or have men stopped "hitting on" females because men have decided to revert to Victorian morality and manners? As a student, I was determined to shed some light on what was happening in our society, so I went on my personal investigation. Well, here is what I found out when I checked with the personnel managers of two companies for which I work: The most important information I received was that men have become more sensitive to women's need to be respected because the media has exposed much about sexual harassment. Following the Clarence Thomas and Anita Hill sexual harassment case back in 1991, all kinds of seminars or workshops on sexual harassment were offered. Men have been warned that the legal consequences of touching women inappropriately may be loss of job or even jail time.
Here is the same information served up in smaller paragraphs:
Sexual harassment has declined by 20 percent this year. So states the Equal Employment Opportunities Commission (EEOC), a federal agency that upholds all federal laws prohibiting job discrimination. How can this statistic be true? Have people changed their characters or basic instincts? Have women become less squeamish about being touched by male fellow workers, or have men stopped "hitting on" females because men have decided to revert to Victorian morality and manners?
As a student, I was determined to shed some light on what was happening in our society, so I went on my personal investigation. Well, here is what I found out when I checked with the personnel managers of two companies for which I work. The most important information I received was that men have become more sensitive to women's need to be respected because the media has exposed much about sexual harassment. Following the Clarence Thomas and Anita Hill sexual harassment case back in 1991, all kinds of seminars or workshops on sexual harassment were offered. Men have been warned that the legal consequences of touching women inappropriately may be loss of job or even jail time.
8b-4 Check paragraph transitions
In Chapter 7 we discussed techniques of ensuring smooth transitions between paragraphs (see end of 7f-2). If we liken your essay to a train, the individual paragraphs would be separate boxcars of meaning. They must be linked to one another by more than simple sequence, but by the locomotion of a common theme, idea, or argument. You achieve this linkage by the use of transitional markers and sentences. You should check that your paragraphs are truly coupled together rather than simply sitting side by side.

Revising sentences for variety and style
Variety is easy to recognize and define. It means a mixture that is not monotonous. Style, on the other hand, is not that easy to pinpoint. Its presence in a piece of writing is unmistakable but not showy. Like tact, style is conspicuous in its absence but subtle in its presence. A passage that monotonously uses the same kind of sentence over and over again is not only boring, it is also without style. Here is an example of what we mean:

Notice that the writer begins each sentence with the same word, poetry. Moreover, every sentence is more or less the same length. Writers sometimes deliberately write several similar sentences in a row for emphasis. But this writer is being lazy, not emphatic, and the result of the repetition is monotony. The problem is easily fixed by simply combining some sentences or beginning some others with a different word:

We do not like to begin more than two sentences in a row with the same word; and we do not like to end more than two sentences in a row with the same word, either. If we find ourselves using many short sentences in a row, we deliberately interrupt the monotony by making the next sentence longer. Our aim is to write a succession of sentences that do not appear cut from a cookie cutter. If you find yourself using several sentences of the same kind in a row, go back over the material and change them for the sake of variety.
Here is a summary of ways to vary your sentences:
❑ Learn to juxtapose short and long sentences. Follow several short sentences with a long one:
The name "Christopher" meant nothing. Felice paid no attention. She ignored the call. But because the speaker, who turned out to be an elderly gentleman, was gracious in his comments about the tragedy of war, she listened.
The first three sentences are short; the last one is long.
❑ Learn to subordinate. Most of us write compound sentences almost without thinking. But subordinating one clause to another requires thoughtful effort. It means that you must place lesser thoughts "sub," or below, the main idea.


The fact that the inning was already under way is the more important idea and belongs in the main clause.


The fact that the car is not worth selling is the more important idea and belongs in the main clause.
❑ Learn to use parallel constructions. A parallel construction is one that uses grammatically similar elements to express ideas. Here are two examples:


Notice that all verbs are active and in the past.


8c-1 Revise sentences to use the active voice
Verbs have two voices-active and passive. In the active voice the subject acts: "Jim wrote those letters." In the passive voice, the subject is acted upon: "Those letters were written by Jim." Whenever you can, use the active voice in your writing. That the passive voice makes a writer seem objective is a myth. What the passive voice does is make your writing sound textbookish and stilted. In bureaucratic or political writing, the passive voice is often used to shield the person responsible for an action: "Two laws protecting illegal aliens were passed." The person proposing those laws is hidden from the reader's view.
Consider the following excerpt from a student's paper on the Great Pyramid at Giza:

Notice the directness and vigor of the passage when its recast in the active voice:

Two exceptions call for the passive voice: (1) for an occasional change of paceto add an inviting pleat in an otherwise seamless bolt of writing, and (2) for the sake of focus, especially when the action is more important than the actor. For example, look at the last sentence of the passage. Because the Great Pyramid is the focus of both the research and the passage, it deserves the emphasis it receives from the passive construction. Compare the last passage with the following:
Who built the Great Pyramid? When? How? Throughout history these questions have baffled students of archaeology. Egyptologists have propounded all sorts of mystical theories, but most experts today have concluded that Egyptian citizens, using the simplest of tools and technology, built the Great Pyramid.
Recasting the final sentence in the active voice removes the pyramid from center stage and replaces it with "Egyptian citizens." But the focus of the paragraph is on the Great Pyramid, not on Egyptian citizens. The passive voice in this instance is more emphatic.
A third reason to use the passive voice is to avoid sexism. For instance, it is better to write, "The laboratory was kept sterile at all times," than to use the awkward "He or she [meaning the technician] kept the laboratory sterile at all times." (See 8c-3.)
8c-2 Revise to use an appropriate point of view
Research papers consist mainly of information found in books, periodicals, and other sources that you incorporate into your writing. In the past, most instructors insisted that research papers be written only from the third-person point of view, in an attempt to keep the writing objective. The first-person point of view was thought suitable only for personal writing-topics like the favorite, "How I Spent My Summer Vacation." Here are examples of the two points of view:


Today many prestigious journals have relaxed their rules. Authors routinely use the "I" or "we" point of view to report research data or draw attention to their findings, as the following examples show:
For several weeks before I showed up, field archaeologists, mapping specialists and other workers had been collecting bits and pieces those ancients left behind-tiny corncobs, animal bones, stone tools, arrowheads. It's tedious work, as I find out when I'm assigned to help Betsy Marshall, a spry 76-year-old volunteer and former schoolteacher.

A complicating feature of marriage transactions in complex societies is that there may be variability by social status, wealth, region, or ethnic group. Where this problem has arisen in coding for this study, we selected the preferred form of the dominant stratum or ethnic group within the society.
Alice Schlegel and Rohn Eloul, American Anthropologist, June 1988
Which brings us to the question: Should you ever use the first-person point of view ("I" or "we") in your research papers, and if so, when?
If your instructor bans any but the third-person point of view, that, of course, is the point of view you have to use. Should your instructor not specify, you should ask. All other things being equal, a safe rule of thumb is this: Use the first person point of view only for expressing your personal comments, judgments, or experiences. Otherwise use the third-person point of view. Here are some examples:

To produce a better fit with reality, I have made the following adjustments in my interpretations of the findings.
Thus I theorized that ...
My findings indicated the exact opposite.
If you do use only the third-person point of view, at least try not to sound stuffy.
8c-3 Revise sexist language
In your writing, watch for language that reflects the values and biases of a maledominated society. An example:
A doctor should always look after the best interest of his patients.
This sentence makes a sexist assumption: that every doctor is a man. Hundreds and thousands of sentences like this can well lead us to the delusion that to be a doctor, you must be a man. Not only is this severely limiting; it is also false.
Publishers today encourage the use of sex-neutral nouns and pronouns in place of those that automatically and inaccurately specify sex, usually male. We urge you to do likewise. You could easily rewrite the preceding sentence a number of ways. For example, use plural nouns and pronouns:
Doctors should always look after the best interest of their patients.
Here are two other fixes:
A doctor should always look after the best interest of his or her patients.
A doctor should always look after the best interest of patients.
All three sentences express the same idea but without the male bias.
Among the various solutions to sexist language that have been proposed over the years is the introduction of a new, nonsexist pronoun, thon-short for "that one"-to be used in place of he or him when the person's gender is not identified. So, for example, instead of writing
A doctor should always look after the best interest of his patients.
you would write,
A doctor should always look after the best interest of thon's patients.
And instead of writing
When a police officer comes, I will ask him.
you would write,
When a police officer comes, I will ask then.
This particular construction solves the problem of the automatic use of he and him to refer to some unknown third person who could very well be female. The idea is not new. Thon was first proposed in 1858, and it has yet to catch on.
A solution that some writers have hit on is to alternate between she and he, rather than the automatic he. Some writers even invert customary usage and write she where he once would have been used. But it strikes us that substituting one kind of sexism for another is not the best solution. With a little effort, any writer worth thon's salt can figure out how to express virtually any idea without resorting to sexist constructions.
Another common trick is to use the passive voice to hide the subject's gender.
As soon as the doctor arrives, the nurse will notify him.
Upon arrival, the doctor will be notified by the nurse.
Many jokes have been made about awkward words coined, so the wits say, to avoid sexist language. "Personhole" and "huperson" come to mind as classics of their kind, supposedly a replacement for "manhole" and "human." But sexist language is no laughing matter. And it does not belong in a research paper.

Revising words: Diction
Word choice and usage comes under the heading of diction. Some people seem to think that when it comes to word choice, bigger is always better. But using a word just because it is big is a bad idea. You're better off using words for their exactness, appropriateness, and accuracy than for their size. The only time a bigger word is a better choice is when it is more accurate. In any case, the final decision to use this word over that should be based on the audience for whom you're writing. If you're doing a research paper for a history class, you could probably justify writing this sentence:
The professor wrote a biography of the political leader that some critics called a hagiography.
Most readers would not know offhand the meaning of this word-it's an uncommon word that means treating a subject like a saint. But in the context of the sentence it is a useful word with no exact single-word equivalent. You can use a big word if it is suitable to your meaning and you have every expectation that your audience will understand it. Otherwise, you should use several small words to plug the gap made by the omission of your big word.
8d-1 Revise diction for accuracy and exactness
The best writing is concise and to the point. It uses a vocabulary appropriate to the subject. If you know your topic well, you will be exact in writing about it. Your readers will know exactly what you mean because you will tell them without being vague or fuzzy. You'll use the right technical terms and pile on details when necessary. Notice the difference between the following two paragraphs, taken from the first and second drafts of a student paper on the origin of Indian castes:

The vagueness of this passage results partly from the writer's mistaken assumption that readers would be familiar with the general divisions of Indian castes and partly from the writer's not knowing the caste divisions well. When the instructor pointed out that more information was needed, the student produced this revision:

The added detail makes the writer's style seem surer and more confident.
Use as many words as you need to make your point-no more, no less. Most of all, if you don't know what you're talking about, don't try to snow your reader with words. Exactness adds to clarity by getting rid of jargon and padding, of any words that do not add significantly to meaning.
Here's an example:



The first version is fuzzy because the main ideas are expressed in lumpy phrases: "conducted an investigation" instead of "decided to see"; "decided that the establishment of a careful approach on its part was a necessity" instead of "approached the problem carefully"; and "the replacement of" instead of "replacing."
8d-2 Revise the overuse of phrases for subjects instead of single nouns
The heavy use of long phrases for subjects is a characteristic of bureaucratic writing. Here are several examples of sentences that are hard to read because they use phrases instead of single nouns as subjects. The phrase used as a subject is highlighted. Rewriting the sentences to simplify the subject makes them more concise.


Or
The board needs a majority vote to ratify the agreement.


Or
Computers were used to study the Incas.
8d-3 Revise redundant expressions
Redundant expressions are unnecessary words used to repeat what has already been said. Here is an example:
During that time period the park area was populated with Indians who were sullen in appearance and made a living by working with silver metal.
That "time" is a "period," "park" an "area," "sullen" an "appearance," and "silver" a "metal" is clear from common knowledge and the context of the sentence. It is enough to write this:
During that time the park was populated with Indians who looked sullen and made a living by working with silver.
8d-4 Revise meaningless words and phrases
Meaningless words and phrases, used as fillers, blur a style. Consider the highlighted words in the following passage:

Getting rid of the filler words clarifies the idea:
The problem of world hunger is a matter of business and politics. The two become entwined until they cannot be addressed separately in any city or country.
8d-5 Revise snobbish diction
Snobbish diction consists of words used not to clarify but to impress. One writer submitted this dense patch:

Replacing the highlighted words with their more common equivalents results in a sharper and less pompous style:
A person wanting an interview must be aware that the interviewer may have dozens of other candidates to evaluate. A smart candidate tries to use the time wisely, helping the interviewer find out the candidate's qualifications.

It is easier to recognize pompous language when you hear it than when you read it silently. Read your paper aloud and listen to the language.

Rules for writers. Not.
Here is a fun list of the sort of revisions writers most often make in their work. You can use it to guide your hand in revising your paper and to be amused while doing so.
1. Verbs has to agree with their subjects.
2. Prepositions are not words to end sentences with.
3. And don't start a sentence with a conjunction.
4. It is wrong to ever split an infinitive.
5. Avoid cliches like the plague. (They're old hat.)
6. Also, always avoid annoying alliteration.
7. Be more or less specific.
8. Parenthetical remarks (however relevant) are (usually) unnecessary.
9. Also too, never, ever use repetitive redundancies.
10. No sentence fragments.
11. Contractions aren't necessary and shouldn't be used.
12. Foreign words and phrases are not apropos.
13. Do not be redundant; do not use more words than necessary; it's highly superfluous.
14. One should NEVER generalize.
15. Don't use no double negatives.
16. Eschew ampersands & abbreviations, etc.
17. One-word sentences? Eliminate.
18. Analogies in writing are like feathers on a snake.
19. The passive voice should never be used.
20. Eliminate commas, that are, not necessary. Parenthetical words however should be enclosed in commas.
21. Never use a big word when a diminutive one would suffice.
22. DO NOT use exclamation points and all caps to emphasize!!!
23. Use words correctly, irregardless of how others use them.
24. Understatement is always the absolute best way to put forth earth-shaking ideas.
25. Use the apostrophe in it's proper place and omit it when its not needed.
26. If you've heard it once, you've heard it a thousand times: Resist hyperbole; not one writer in a million can use it correctly.
27. Puns are for children, not groan readers.
28. Go around the barn at high noon to avoid colloquialisms.
29. Even if a mixed metaphor sings, it should be derailed.
30. Who needs rhetorical questions?
31. Exaggeration is a billion times worse than understatement.
32. Do not put statements in the negative form.
33. A writer must not shift your point of view.
34. Place pronouns as close as possible, especially in long sentences of ten or more words, to their antecedents.
35. Writing carefully, dangling participles must be avoided.
36. If any word is improper at the end of a sentence, a linking verb is.
37. Take the bull by the hand and avoid mixing metaphors.
38. Avoid trendy locutions that sound flaky.
39. Everyone should be careful to use a singular pronoun with singular nouns in their writing.
40. Always pick on the correct idiom.
41. The adverb always follows the verb.
42. Be careful to use the rite homonym.
43. Proofread carefully to see if you any words out.

From an early age, Marie Curie (born Maria Sklodowska on November 7, 1867, in Warsaw, Poland) was captivated by the mysteries of mathematics and physics. She was known by her friends for having a formidable memory and an obsession with work, often neglecting to eat or sleep while she was studying. She is the only person ever to win two Nobel Prizes in different fields of science-physics (1903) and chemistry (1911). In 1895, she married the famous Pierre Curie, and together they studied radioactive materials, particularly pitchblende, from which uranium is extracted. Today she is revered for pioneering research in nuclear physics and cancer therapy and for the discovery of radium and polonium.
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Parenthetical documentation: Author-work (MLA)

Format for "Works Cited" (MLA)

Content notes

Finished form of the MLA paper

Peer review checklist

Submitting your paper electronically

1. How many times do I need to document my sources? See 9a.
2. What should I document? See 9a-1.
3. What do I do if I don't mention the authority in my text? See 9a-2.
4. In my text, how do I cite a work within a collection? See 9b-2f, g.
5. Is there a way I can indicate line breaks when I am citing poetry within my text? See 9a-2.
6. What are some ways to vary my introduction of authors? See 9a-2.
7. What do the "publication facts" for a book include? See 9b-1g.
8. How do I handle a newspaper source in "List of Works Cited"? See 9b-4h.
9. What is the URL of an electronic source? What are angle brackets? See 9b-6.
10. What does "date of access" for an electronic source mean? How important is it? See 9b-6.
11. Should I include an outline even if it is not required? See 9d.
12. If I want to use a photo in my paper, how should I handle it? See 9d-7.

Parenthetical documentation: Author-work (MLA)
The Modern Language Association, sponsor of the MLA style, is an association of over 30,000 American and international scholars and writers in a hundred countries. MLA was founded in 1883 as a group advocating the study of literature and modern languages. Today its style is widely used by literature and language scholars worldwide.
The MLA style requires every source you use be documented twice: first in an in-text citation in the body of the work and then in an entry in the bibliography at the end of the paper. The in-text citation specifies the source while the bibliography entry lists its complete publication details.
For example, a student writing a paper alludes to an episode in a novel by Denise Chavez. Here is her in-text citation.
In her novel Face of an Angel, Denise Chavez suggests that a waitress serves her clients in a variety of roles: efficient servant, clairvoyant, arbitrator, and confidante (271).
The student has identified the source in the text, naming both the writer and the title, giving, in parentheses, the page number being cited. This is a typical parenthetical citation. But it is not the only way the citation could have been handled:

Whichever form is used, the full Chavez reference will also appear as an entry in the bibliography, titled "Works Cited," at the end of the paper. Here is the formula that is typically used to document a book:

Here are the details of this particular work, written out:
Chavez, Denise. Face of an Angel. New York: Warner, 1994. Print.
Notice that there is a period after the author's name; a period after the title; a colon after the city; a comma after the publisher's name; and a period after the year of publication. The punctuation marks used are a period, a period, a colon, a comma, a period, and a period. This formula, with some minor variations we will note later, is applicable to virtually all citations you might list in "Works Cited."
9a-1 What to document
General knowledge, common sayings, and self-evident opinions do not need to be documented. The rule of thumb is this: If the idea or opinion is of the kind that any well-read person is likely to know, then no documentation is necessary. For instance, the assertion that the Nazi regime under Hitler committed atrocities against the Jews requires no documentation because it is common knowledge. But if you quote from eyewitness accounts of those atrocities, you must acknowledge them both within the text of your paper and in a bibliographic entry. Consider the difference between these two assertions:
• On September 11, 2001, the World Trade Center towers in New York and the Pentagon in Washington, D.C., were attacked by suicide terrorists flying hijacked commercial airplanes.
• The medieval and barbaric Taliban regime in Afghanistan was destroyed by the heroic actions of the U.S. Marines stationed at Camp Rhino, outside Kandahar, Afghanistan (Ebrahamian 95).
The first statement needs no documentation because the tragedy of September 11, 2001, is so vividly etched on the world's consciousness that it has become painful common knowledge. On the other hand, that the actions of a specific Marine outpost brought down the Taliban regime-even if widely regarded today as true-is not common knowledge; it is opinion. As time passes and historians have a chance to do their work, we will begin to understand which military units and battles were decisive in the war against the Taliban. For the time being we can only speculate. So the second assertion, which is not your own, must be documented as the opinion of a particular source.

If you're ever indecisive about whether or not to document, it is better to err on the side of too much rather than too little. Plagiarism is still a greater sin than being overcautious.
9a-2 Guidelines for in-text citations
1. Keep it brief.. Keep your parenthetical references as brief as possible-give only the information needed to clearly identify a source. For instance, the statement "Wharton understood the snobbishness of New York high society and depicted it with a steady view" needs no parenthetical citation if your "Works Cited" includes only one work by Wharton. For your reader's convenience, however, you can identify the novel used to support your claim:
Wharton's House of Mirth is ample proof that the author understood the snobbishness of New York high society and depicted it with a steady view.
2. Introduce the authority: Introduce paraphrases or quotations by giving the authority's name. Use both the first name and the surname the first time the authority is cited:
Robert M. Jordan suggests that Chaucer's tales are held together by seams that are similar to the exposed beams supporting a Gothic cathedral (237-38).
Subsequent citations simply use the authority's surname:
Jordan further suggests ...
3. Identify the source: Wherever possible, identify what makes the source important:
Noam Flinker, lecturer in English at Ben-Gurion University of the Negev in Israel, an authority on biblical literature, repeatedly suggests ...
4. Mention both author and work: If you can do so smoothly, mention both the author and the work in your introduction:
In his essay "Criticism and Sociology," David Daiches insists that "sociological criticism can help to increase literary perception as well as to explain origins" (17).
5. Document parenthetically if the authority is not mentioned: If you do not mention the authority behind a paraphrase or quotation in your text, place this information in parentheses:
Democracy is deemed preferable to monarchy because it protects the individual's rights rather than his property (Emerson 372).
6. Material by two or three authors: When referring to material written by two or three authors, mention the names of all authors:
Christine E. Wharton and James S. Leonard take the position that the mythical figure of Amphion represents a triumph of the spiritual over the physical (163).
Or
Eugene Gafner, James Frazier, and Walter W. Milligan edited a series of short novels because they believed it was time to pump new blood into an anthology of modern novellas (24).
Subsequent text references would refer simply to "Wharton and Leonard" or to "Gafner, Frazier, and Milligan."
7. Material by more than three authors: For a work with more than three authors or editors, use the first name followed by et al. or and others (no comma following the name):
G. B. Harrison et al. provide an excellent overview of the best in English literature in Major British Writers.
8. Anonymous author: When a work is listed as anonymous, mention that fact in the text and place in parentheses the title of the work from which the piece was taken (or an abbreviated version if the title is very long):
Another anonymous poem, "Trees" (Driftwood 130-31), also damns the city for its thoughtless pollution of the environment.
9. No author: When a work has no author, cite the first two or three significant words from the title:
Spokane's Spokesman Review ("Faulkner Dies") gets at the heart of America's greatest fiction writer when it states that ...
10. More than one work by the same author: When more than one work by the same author is referred to in the paper, use a shortened version of the title in each citation. The following passage is an example of how to handle two works by the same author:
Feodor Dostoevsky declares that the "underground" rebel is representative of our society (Underground 3). He seems to confirm this view in Raskolnikov's superman speech (Crime 383-84), where he identifies ...
11. Work in a collection: When citing a work in a collection, state the name of the person who wrote the opinion you are citing:
Lionel Trilling's "Reality in America" does not consider V. L. Parrington a great intellect.
Place the title of the piece within quotation marks.
12. Multivolume works: When referring to a specific passage in a multivolume work, give the author, the volume number followed by a colon and a space, and the page reference:
Other historians disagree (Durant 2: 25).
When referring to an entire volume, give the name of the author followed by a comma, and then the abbreviation vol. followed by the volume number:
Other historians disagree (Durant, vol. 2).
13. Double reference-a quotation within a cited work:
As Bernard Baruch pointed out, "Mankind has always thought to substitute energy for reason" (qtd. in Ringer 274).
14. Short passages of poetry: When you are incorporating short passages of poetry into your text, follow these rules:
❑ Set off the passage with quotation marks.
❑ Use a slash (with a space before and after the slash) to indicate line breaks.
❑ Place the proper documentation in parentheses immediately following the quotation, inside the period because the reference is part of your basic sentence. The reference should be to the lines of the poem. Here is an example:
Byron's profound sense of alienation is echoed in canto 3 of Childe Harold's Pilgrimage: "I have not loved the World, nor the World me: / I have not flattered its rank breath, nor bowed / To its idolatries a patient knee" (190-91).
15. Use Arabic numerals: Use Arabic numerals for books, parts, volumes, and chapters of works; for acts, scenes, and lines of plays; and for cantos, stanzas, and lines of poetry.
IN TEXT CITATIONS
volume 2 of Civilization Past and Present
book 3 of Paradise Lost
part 2 of Crime and Punishment
act 3 of Hamlet
chapter 1 of The Great Gatsby
NOTE: The words volume, book, part, act, and chapter do not need to be capitalized.
16. Vary your introductions: As you write the paper, you will find a number of ways to introduce authors and their works. In places you'll find it easier and more elegant to mention the source in your text. In others, mentioning the writer's name will seem the more natural alternative. Here are some possibilities:





Format for "Works Cited" (MLA)
MLA calls the bibliography "Works Cited," and in it you will list every source you actually used in your paper, in alphabetical order by surname of the first author. Here are the rules for preparing the "Works Cited" page.
1. Use a new page for your "Works Cited" page.
2. Alphabetize the surnames of cited authors. Remember that nothing always precedes something. For instance, Rich, Herman B., comes before Richmond, D. L. Alphabetize the prefixes M, Mc, and Mac literally, not as if they were all spelled Mac, and disregard the apostrophe. MacKinsey precedes McCuen, and Macln- tosh precedes M'Naughton.
3. If the name of an author includes an article or a preposition-for example, de, la, du, von, or van-and the prefix is part of the surname, then alphabetize according to the prefix (Von Bismarck comes before Vonnegut). If the prefix is not part of the surname, treat it as part of the first and middle names (Brut', Corne- lis J. de). When in doubt, consult the biographical section of Merriam-Webster's Collegiate Dictionary (2003).
4. Put single-author entries before multiple-author entries beginning with the same surname:
Hirsch, E. D.
Hirsch, E. D., and 0. B. Wright.
5. Entries by the same author or authors in the same order are arranged alphabetically by title, excluding A, An, or The. Use a row of three hyphens followed by a period to replace the name of the repeated author(s):
Kissinger, Henry Alfred. The Necessity for Choice.
- - -. Nuclear Weapons and Foreign Policy.
Note that the three hyphens may not be used if any author names differ from the previous entry. Thus, the three hyphens are never used along with names of different authors.
6. Alphabetize works by authors with the same surname by the first letter of the first name:
Butler, Alban
Butler, Samuel
7. Alphabetize corporate authors-associations, government agencies, institutions-by the first significant word of the name. Use the full name, not an abbreviation:
Brandeis University (not B.U.)
Southern Asian Institute (not SAI)
8. Place a parent body before a subdivision:
Glendale Community College, Fine Arts Department
9. If a work is anonymous, move its title into the author's place, and alphabetize it by the first significant word in the title.
10. Alphabetize legal references by the first significant word:
Marbury v. Madison
National Labor Relations Act
9b-1 General order in references to books
The basic template for an MLA citation is the one we gave you earlier:

Center the title "Works Cited" on a new page with a one-inch top margin and double spacing throughout. Put the page number in the upper right-hand corner of your paper one-half inch from the top. Begin the first entry flush with the left margin and subsequent lines indented one-half inch, a format known as a hanging indent. See Figure 9-1.
a. Author
The name of the author comes first, alphabetized by surname and followed by a period. If a book has more than one author, invert the name of only the first and follow it with a comma:
Brown, Jim, and John Smith.
For more than three authors, use the name of the first followed by et al.:
Foreman, Charles, et al.
Or you may list all names as they occur in full:
McCuen, Jo Ray, Anthony Winkler, Cathy Perrits, and Becky Bailey.
In some cases the name of an editor, translator, or compiler is cited before the name of an author, especially if the actual editing, translating, or compiling is the subject of discussion (see 9b-lc).

Figure 9-1 Sample "Works Cited" page, MLA style
b. Title
Cite the title exactly as it appears on the title page. A period follows the title unless the title ends with some other punctuation mark. Book titles are italicized. Chapter titles are set off in quotation marks. The initial word and all subsequent words (except for articles and prepositions) in the title are capitalized. Ignore any unusual typographical style (all-capital letters, for example) or any peculiar arrangement of capital and lowercase letters, unless the letters form an acronym or the author is known to insist on such typography. Separate a subtitle from the title by a colon:
D. H. Lawrence: His Life and Work.
c. Name of editor, compiler, or translator
The name(s) of the editor(s), compiler(s), or translator(s) is given in normal order, preceded by Ed. (for "Edited by"), Comp. (for "Compiled by"), or Trans. (for "Translated by"):
Homer. The Iliad. Trans. Richmond Lattimore.
If the editing, compiling, or translating is emphasized in your text discussion, place the name of the editor, compiler, or translator first-followed by a comma and then ed. (eds), comp. (comps.), or trans. (notice the periods). For example, if you are drawing attention to the translator, use the following format:
Text citation:
The colloquial English of certain passages is the product of Ciardi's translation.
"Works Cited" entry:
Ciardi, John, trans. The Inferno. By Dante Alighieri. New York: NAL, 1961. Print.
d. Edition (other than first)
Cite the edition being used if it is other than the first. Use Arabic numerals (3rd ed.) with no other punctuation. Always use the latest edition of a work unless you have some specific reason of scholarship for using another:
Harmon, William. A Handbook to Literature. 10th ed. Upper Saddle River, NJ: Prentice, 2006. Print.
e. Series name and number
Give the name of the series, without quotation marks and not italicized, the number of the work in the series in Arabic numerals, and a period:
Stewart, Joan Hinde. Colette. Boston: Twayne, 1983. Print. Twayne's World Authors Ser. 679.
f. Volume number
In an entry that refers to all of the volumes of a multivolume work, cite the number of volumes after the title or editor:
Durant, Will, and Ariel Durant. The Story of Civilization. 10 vols. New York: Simon, 1968. Print.
An entry for only selected volumes cites the volumes actually used after the title. Then the total number of volumes may be listed after the publication facts or omitted:
Durant, Will, and Ariel Durant. The Story of Civilization. Vols. 2 and 3. New York: Simon, 1968. Print. 10 vols.
For multivolume works published over a number of years, show the total number of volumes, the range of years, and specific volumes if not all of them were used:
Froom, LeRoy Edwin. The Prophetic Faith of Our Fathers. 4 vols. Washington, DC: Review and Herald, 1950-54. Print.
Froom, LeRoy Edwin. The Prophetic Faith of Our Fathers. Vol. 1. Washington, DC: Review and Herald. Print. 4 vols. 1950-54.
g. Publication facts
Indicate the place, publisher, and date of publication for the work you are citing. A colon follows the place, a comma the publisher, a period the date, and a period the medium of publication. MLA allows you to shorten the publisher's name as long as it is clear: Doubleday (for Doubleday & Company), McGraw (for McGraw-Hill), Little (for Little, Brown), Scott (for Scott, Foresman), Putnam's (for G. Putnam's Sons), Scarecrow (for Scarecrow Press), Simon (for Simon & Schuster), Prentice (for Prentice Hall).
Other rules:
❑ If more than one place of publication appears, give the city shown first on the book's title page. If the city is well-known, the state is not needed.
❑ If more than one copyright date is given, use the latest unless your study focuses on an earlier edition. (A new printing does not constitute a new edition. For instance, if the title page bears a 1975 copyright date but a 1978 fourth printing, use 1975.)
❑ If no place, publisher, date, or page numbering is provided, insert N.p., n.p., n.d., or N. pag., respectively (notice the capitalization). N. pag. explains to the reader why no page numbers are provided in the text citation. If the source contains no author, title, or publication information, supply in brackets whatever information you can obtain:
Dickens, Charles. Master Humphrey's Clock. London: Bradbury and Evans, n.d. Print.
Farquart, Genevieve. They Gave Us Flowers. N.p. 1886. Print.
Photographs of Historic Castles. [St. Albans, England]: N.p., n.d. N. pag. Print.
h. Page numbers
Bibliographical entries for books rarely include a page number; however, entries for shorter pieces appearing within a longer work (articles, poems, short stories, and so on, in a collection) should include a page reference. In that case, supply page numbers for the entire piece, not just for the page or pages cited in the text:
Daiches, David. "Criticism and Sociology." Literature in Critical Perspective. Ed. Walter K. Gordon. New York: Appleton, 1968. 7-18. Print.
i. Medium of publication
Publications come in many forms, and the medium of publication (Print, Web, CDROM, LP, Audiocassette, and so on) is included in the entries.
9b-2 Sample references to books
name of author inverted (period) + title of book or work italicized (period) + city of publication (colon) + publisher + year of publication (period) + medium of publication.
a. Book by a single author
Kingsolver, Barbara. The Poisonwood Bible. New York: Harper, 1999. Print.
b. Book by two or more authors
Frank, Francine, and Frank Anshen. Language and the Sexes. Albany, NY: State U of New York P, 1983. Print.
Brown, Ruth, et al. Agricultural Education in a Technical Society: An Annotated Bibliography of Resources. Chicago: American Library Assn., 1973. Print.
c. Book by a corporate author
American Institute of Physics. Handbook. 3rd ed. New York: McGraw, 1972. Print.
NOTE: If the publisher is the same as the author, repeat the information, as shown here:
Defense Language Institute. Academic Policy Standards. Monterey: Defense Language Institute, 1982. Print.
d. Book by an anonymous or pseudonymous author
No author listed:
Current Biography. New York: Wilson, 1976. Print.
If you are able to research the author's name, supply it in brackets:
[Stauffer, Adlail. Cloudburst. Knoxville: Review and Courier Publishing Assn., 1950. Print.
The name of an author who writes under a pseudonym (or nom de plume) also may be given in brackets:
Eliot, George [Mary Ann Evans]. Daniel Deronda. London: Martin Secker, 1919. Print.
e. Work in several volumes or parts
When citing the whole multivolume work:
Wallbank, T. Walter, and Alastair M. Taylor. Civilization Past and Present. 2 vols. New York: Scott, 1949. Print.
When citing a specific volume of a multivolume work:
Wallbank, T. Walter, and Alastair M. Taylor. Civilization Past and Present. Vol. 2. New York: Scott, 1949. Print. 2 vols.
When citing a multivolume work whose volumes were published over a range of years:
Froom, LeRoy Edwin. The Prophetic Faith of Our Fathers. 4 vols. Washington: Review and Herald, 1950-54. Print.
When citing a multivolume work with separate titles:
Jacobs, Paul, Saul Landen, and Eve Pell. Colonials and Sojourners. New York: Random, 1971. Vol. 2 of To Serve the Devil. Print. 4 vols.
f. Work within a collection of pieces, all by the same author
Selzer, Richard. "Liver." Mortal Lessons. New York: Simon, 1976. 62-77. Print.
Johnson, Edgar. The Keel of the New Lugger." The Great Unknown. New York: Macmillan, 1970. 763-76. Vol. 2 of Sir WalterScott. Print. 3 vols.
NOTE: List the chapter or titled section in a book only when it demands special attention.
g. Collections: Anthologies, casebooks, and readers
Welty, Eudora. The Wide Net." Story: An Introduction to Prose Fiction. Eds. Arthur Foff and Daniel Knapp. Belmont: Wadsworth, 1966. 159-77. Print.
h. Double reference-a quotation within a cited work
Whenever possible, take material from the original source, but when the original source is not available, then you may use a secondary source. If the material is a quotation, use the abbreviation "qtd. in" before the indirect source cited in your parenthetical reference:
In his work History of the Reformation, John Knox states that when Queen Elizabeth I died, all men in England lamented that the realm was left without a male to succeed" (qtd. in Fraser 3).
Only the secondary source is listed in the "Works Cited":
Fraser, Antonia. Mary Queen of Scots. New York: Dell, 1969. Print.
i. Reference works
Treat an article in an encyclopedia or dictionary the way you would a piece in a collection, but do not cite the editor of the work. If the article is signed, give the author first. (Often the author is identified by initials that are clarified in a ledger at the end of the volume.) If no author is listed, give the title first. If the encyclopedia or dictionary arranges articles alphabetically, you may omit volume and page numbers.
(i) Encyclopedias
Ballert, Albert George. "Saint Lawrence River." Encyclopaedia Britannica. 1963 ed. Print.
"House of David." Encyclopedia Americana. 1974 ed.
Berger, Morroe, and Dorothy Willner. "Near Eastern Society." International Encyclopedia of the Social Sciences. 1968 ed. Print.
(ii) Dictionaries and annuals
"Barsabbas, Joseph." Who's Who in the New Testament. 1971. Print.
"Telegony." Dictionary of Philosophy and Psychology. 1902. Print.
j. Work in a series
(i) Numbered series
Auchincloss, Louis. Edith Wharton. Minneapolis: U of Minnesota P, 1961. Print. University of Minnesota Pamphlets on American Writers 12.
(ii) Unnumbered series
Miller, Sally. The Radical Immigrant. New York: Twayne, 1974. Print. Immigrant Heritage of America Series.
k. Reprint
To cite a reprint, follow the title with the date of the original publication, and end the citation with the year of the reprint and the medium of publication.
Babson, John J. History of the Town of Gloucester, Cape Ann. Including the Town of Rockport. 1860. New York: Peter Smith, 1972. Print.
Thackeray, William Makepeace. Vanity Fair. London, 1847-48. New York: Harper, 1968. Print.
1. Edition
Perrin, Porter G., and Jim W. Corder. Handbook of Current English. 4th ed. Glenview, IL: Scott, 1975. Print.
Rowland, Beryl, ed. Companion to Chaucer: Studies. New York: Oxford UP, 1979. Print.
m. Edited work
If the work of the editor(s) rather than that of the author(s) is being discussed, place the name of the editor(s) first, followed by a comma and then by ed. or eds.:
Craig, Hardin, and David Bevington, eds. The Complete Works of Shakespeare. Rev. ed. Glenview, IL: Scott, 1973. Print.
If you are stressing the text of the author(s), place the author(s) first:
Clerc, Charles. "Goodbye to All That: Theme, Character, and Symbol in Goodbye, Columbus." Seven Contemporary Short Novels. Ed. Charles Clerc and Louis Leiter. Glenview, IL: Scott, 1969. 106-33. Print.
n. Book published in a foreign country
Ransford, Oliver. Livingston's Lake: The Drama of Nyasa. London: Camelot, 1966. Print.
Vialleton, Louis. L'origine des etres vivants. Paris: Plon, 1929. Print.
NOTE: Titles of foreign-language books are in lowercase except for the initial letter and proper nouns.
o. Introduction, preface, foreword, or afterword
Davidson, Marshall B. Introduction. The Age of Napoleon. By J. Christopher Herold. New York: American Heritage, 1963. Print.
p. Translation
Symons, John Addington, trans. Autobiography of Benvenuto Cellini. By Benvenuto Cellini. New York: Washington Square, 1963. Print.
q. Book of illustrations
Janson, H. W. History of Art: A Survey of the Major Visual Arts from the Dawn of History to the Present. With 928 illustrations, including 80 color plates. Englewood Cliffs, NJ: Prentice and Abrams, 1962. Print.
r. Foreign title
Use lowercase lettering for foreign titles except for the first word and proper names:
Vischer, Lukas. Basilius der Grosse. Basel: Reinhard, 1953. Print.
Supply a translation of the title or city if it seems necessary. Place the English version in brackets (not italicized) immediately following the original:
Bruckberger, R. L. Dieu et la politique [God and politics]. Paris: Plon, 1971. Print.
9b-3 General order in references to periodicals
Bibliographic references to periodicals list items in the order below.
name of author inverted (period) + title of article (in quotation marks followed by a period within the quotation mark) + name of periodical (omitting any introductory a, an, or the) + series number or name (if relevant) + volume number and/or issue number + date of publication or work (colon) + inclusive page numbers (period) + medium of publication consulted (period) + supplemental information (period)
a. Author
List the author's surname first, followed by a comma and then by the first name or initials. If there is more than one author, follow the same format used for books (see 9b-la and 9b-2).
b. Title of the article
List the title in quotation marks, followed by a period inside the end quotation mark unless the title itself ends in a question mark or exclamation point.
c. Publication information
List the name of the periodical, italicized, omitting any introductory article (A, An, The), followed by a space and a volume and/or number; then by a space and the year of publication in parentheses; and then by a colon, a space, and page numbers for the entire article, not just for the specific pages cited. End with the medium of publication and a period. Take the information directly from the periodical, not from any other source. Usually the information appears on the cover or title page of the periodical.
In addition to the volume number, the periodical also may have an issue number (Number 4), a month, or a season (Fall). The issue number follows the volume number, separated by a period (4.2 means volume 4, issue 2). Some scholarly journals have no volume numbers, numbering issues only. In those cases, treat the issue number the way you would a volume number:
Layne, Linda L. "Breaking the Silence: An Agenda for a Feminist Discourse of Pregnancy Loss." Feminist Studies 23 (1997): 289-93. Print.
For journals paginated anew in each issue, insert the issue number following the volume number, separated by a period:
Beets, Nicholas. "Historical Actuality and Bodily Experience." Humanitas 2.1 (1966): 15-28. Print.
Some journals use a month or season designation in place of an issue number:
McInnis, Douglas. The Plight of the Bumble Bee." Popular Science 251 (Nov. 1997): 75-80. Print.
Magazines that are published weekly or monthly require only the date, without a volume number:
Biema, David van. "Opus Dei." Time 24 Apr. 2006: 52-63. Print.
Newman, Richard J. "Tougher Than Hell." U.S. News & World Report 3 Nov. 1997: 42-49. Print.
Newspapers require the page number, which may include a section letter. If the section or part is numbered, add sec. or pt. before that number.
Harbin, John. "Training Session Spreads the Mission of HonorAir." Times-News [Hendersonville, NC], 22 Mar. 2007, 1B. Print.
Rumberger, L. Our Work, Not Education, Needs Restructuring." Los Angeles Times, 24 May 1984, pt. 2: 5. Print.
NOTE: If the newspaper title doesn't include the place name, add it in brackets after the title as in the Harbin entry.
d. Pages
If the pages of the article are scattered throughout the issue (for example, pages 30, 36, 51, and 52), use one of the following formats:


e. Medium of publication
See explanation in 9b-li, page 153.
9b-4 Sample references to periodicals
a. Anonymous author
"Elegance Is Out." Fortune 13 Mar. 1978: 18. Print.
b. Single author
Kluger, Jeffrey. The Nuke Pipeline." Time 17 Dec. 2001: 40-45. Print.
c. More than one author
Hillenbrand, Barry, and Jeff Jacobson. "Heartland." Modern Maturity Jan./ Feb. 2002: 34-43. Print.
After the first author, all authors are listed with first names first. If three authors have written the article, place a comma after the second author. Join the second and third authors by and, preceded by a comma:
Kennedy, Craig H., Shuklas Smith, and Dale Fryxell. "Comparing the Effects of Educational Placement on the Social Relationships of Intermediate School Students with Severe Disabilities." Exceptional Children 64 (Fall 1997): 31-47. Print.
If more than three authors have collaborated, list the first author's name, inverted, followed by a comma and et al.
Enright, Frank, et al.
Or you may list all names as they occur in full:
McCuen, Jo Ray, Anthony Winkler, Cathy Perrits, and Becky Bailey.
d. Journal with continuous or separate pagination
Note that current MLA guidelines no longer make a distinction between journals that are numbered continuously (e.g., Vol. 1 ends on page 208, Vol. 2 starts on page 209) or numbered separately; that is, each volume starts on page 1. No matter how the journal is paginated, all of them must contain volume and issue numbers. One exception are journals with issue numbers only; simply cite the issue numbers alone as though they are volume numbers (see Layne entry on page 158).
Paolucci, Anne. "Comedy and Paradox in Pirandello's Plays." Modern Drama 20.2 (1977): 321-39. Print.
Cappe, Walter H. "Humanities at Large." CenterMagazine 11.2 (1978): 2-6. Print.
Mangrum, Claude T. "Toward More Effective Justice." Crime Prevention Review 5.1: 1-9. Print.
e. Monthly magazine
Do not give the volume and issue numbers even if they are listed:
Swerdlow, Joel L. "Changing America." National Geographic Oct. 2002: 43-55, 60-61. Print.
NOTE: Notice the split reference. The article is printed consecutively on pages 43 through 55 and then continues on pages 60 and 61. Another way to handle articles that do not appear on consecutive pages is to cite the first page followed by a plus sign, leaving no intervening space (see 9b 3d):
Miller, Mark Crispin. The New Wave in Rock." Horizon Mar. 1978: 76+. Print.
f. Weekly magazine
Gopnik, Adam. "Improvised City." New Yorker 19 Nov. 2001: 88-91. Print.
If the article has no author, begin with the title:
"Philadelphia's Way of Stopping the Shoplifter." Business Week 6 Mar. 1972: 57-59. Print.
g. Newspaper
Tagliabue, John. "Threat of Nuclear Terror Has Increased." New York Times 2 Nov. 2001: B4. Print.
(B4" stands for section B, page 4 of the newspaper.)
List the edition and section of the newspaper if specified:
Southerland, Daniel. "Carter Plans Firm Stand with Begin." Christian Science Monitor9 Mar. 1978, western ed.: 1, 9. Print.
If the section or part is labeled with a numeral rather than a letter, then the abbreviation sec. or pt. must appear before the section number. For example, see the unsigned editorial below.
h. Editorial
Signed:
Futrell, William. The Inner City Frontier." Editorial. Sierra 63.2 (1978): 5. Print.
Unsigned:
"Criminals in Uniform." Editorial. Los Angeles Times 7 Apr. 1978, pt. 2: 6. Print.
i. Letter to the editor
Payne, Steven. Letter. Time 3 Nov. 2001: 10. Print.
j. Critical review
Andrews, Peter. Rev. of The Strange Ride of Rudyard Kipling: His Life and Works, by Angus Wilson. Saturday Review 4 Mar. 1978: 24-25. Print.
Rev. of Charmed Life, by Diane Wynne Jones. Booklist 74 (Feb. 1978): 1009. Print.
Daniels, Robert V. Rev. of Stalinism: Essays in Historical Interpretations, ed. Robert C. Tucker. Russian Review 37 (1978): 102-03. Print.
"Soyer Sees Soyer." Rev. of Diary of an Artist, by Ralph Soyer. American Artist Mar. 1978: 18-19. Print.
k. Published interview
Leonel J. Castillo, Commissioner, Immigration and Naturalization Service. Interview. "Why the Tide of Illegal Aliens Keeps Rising." U.S. News & World Report 20 Feb. 1978: 33-35. Print.
1. Published address or lecture
Trudeau, Pierre E. "Reflections on Peace and Security." Address to Conference on Strategies for Peace and Security in the Nuclear Age. Guelph, ON, Can. 27 Oct. 1983. Rpt. in Vital Speeches of the Day 1 Dec. 1983: 98-102. Print.
9b-5 References to electronic sources
No uniform standard has emerged for citing electronic sources. To add to the dilemma, electronic materials are not as stable and permanent as are print materials. In this section, we treat electronic sources as closely as possible to print sources, with the addition of facts about electronic publication and access information.
When you cite electronic sources, your primary aim is not to follow some tedious format but to provide enough information for the reader to find your citation and verify its accuracy. The citation that conforms exactly to a specific format but leads the reader to the wrong source is like the bridegroom who wears the right clothes but shows up at the wrong wedding. Following the correct format is important only because doing so usually results in an accurate citation.
9b-6 General order in references to electronic sources
Online material often requires a bibliographic citation slightly different from other references. Here is the usual template. Not all items will appear in every electronic citation.
(1) Name of author or editor. (2) Title of piece in quotation marks, or, if a book or magazine or journal, italicized. (3) Publication information on any print and/or electronic source. (4) Title of the Internet site. (5) Medium of publication consulted (Web). (6) Access date (7) URL, if needed, enclosed in angle brackets (< >).
1. Author, editor, etc.: List last name first as you would with a print source. In the case of an electronic source, the author could be the website developer or programmer. If no author is identified, lead with the title or the name of the electronic source you're citing. If a source has more than one author, list all the names in normal order.
2. Title: For shorter works, like essays or poems, place title in quotation marks. Titles of longer works-plays or novels, for example-are continuously underlined except for the final period. If there is no title, insert the name of the database or website you're citing.
3. Publication information for any print source: Include place, the name of the publisher or the sponsoring organization, and the year of publication.
4. Title of the Internet site (whether a database, online journal, or other).
5. Medium of publication (Web).
6. Date of access: This is especially important because electronic sources change rapidly. The reader should know exactly when you consulted the source. Use just a word space (no period) between the date of access and the URL.
7. URL: MLA does not require the URL unless it is necessary to guarantee access or your instructor requires one; usually a title will suffice for an internet search. You should enclose the complete URL (Internet address; see 5b-3) within angle brackets (< >), followed by a period. If the URL is lengthy and complicated, give the URL of the home or search page and the links or keywords needed to find the page, preceded by Path or Keywords.
Figure 9-2 is an example of a citation to an online book that has been published in print.
Two rules will help you cite online sources correctly. First, the last element before the beginning of the URL (marked with an opening angle bracket) should always be the date of access followed by a period. Second, all MLA citations of a URL end with a closing angle bracket followed by a period. These observations do not apply to material cited from storage on a permanent medium, a CD-ROM, for example.
9b-7 Sample references to electronic sources
The following are models of some of the most common electronic sources you might consult for a paper.
NOTE: Remember that MLA uses angle brackets (< >) to enclose the URL.

Figure 9-2 Citation for an online book published in print
a. Abstract online or on CD-ROM
Bourg, S. N. "Sexual and Physical Aggression within a Dating/Acquaintance Relationship: Testing Models of Perpetrator Characteristics." Current Research. July 2001. Abstract. Web. 23 May 2002.
Gawrych, George W. "Jihad in the 20th Century." Military Review. 75.5 (1995): 33-39. Abstract. Historical Abstracts. ABC-CLIO. Fall 1997 update. CD-ROM.
b. CD-ROM
"Baylor, Elgin." Microsoft Encarta Reference Library 2002. Seattle: Microsoft Corp., 2002. CD-ROM.
c. Computer program
Dragon NaturallySpeaking. Computer software. Version 9, preferred ed. for Windows. Nuance Communications, Inc. 2006. CD-ROM.
d. Corporate website
IDG, Inc. "Report: Job Cuts in 2001 Reach Nearly 2 Million." Web. Jan. 2002. 25 Feb. 2002. <http://idg.net/>.
e. E-mail
Personal:
McCuen, Jo Ray. "Re: Airline Security." Message to author. 13 Oct. 2006. E-mail.
Posted to an online discussion group:
McCuen, Raymonde. "Give Genius a Chance." 21 Mar. 2001.30 Oct. 2002. <news:hu manities.Iit.authors. Shakespeare>.
f. FTP source
For a list of web abbreviations, see 5b-2.
Mathews, J. Preface. Numerical Methods for Mathematics, Science, and Engineering. 2nd ed. N.p.: Prentice Hall, 1992. Web. 8 June 1999. <ftp://ftp.ntua.gr/pub/ netlib/textbook/index.html>.
g. Gopher
at Jordan, Z. Pallo. "Telecommunications Green Paper." The Ministry of Posts, Telecommunications and Broadcasting. Web. 7 July 1995. 5 Jan. 2002. <www.gopher.com/gopher/ws/index>
h. Government website
Library of Congress. "Official U.S. Executive Branch Web Sites." Web. 9 July 1999. 8 Sept. 2002.
i. Electronic mailing list
Pyatt, Elizabeth J. "Re: Everson Typography." The Celtic Linguistics List. 24 Sept. 2001. Web. 10 June 2002. <http://listserv.linguistlist.org/ cgi-bin/wa?A2=indOl O9&L=celtling&D=1 &F=&S=&P=83>.
j. MOOs and MUDs (synchronous communication)
"Basic MOO Building Commands." Miami U (Oxford, Ohio). Web. 15 Sept. 2002.
k. Online book
Green, Elna C. Southern Strategies: Southern Women and the Woman Suffrage Question. Chapel Hill, NC: U North Carolina P, 1997. Web. 3 Jan. 2005.
Hawthorne, Nathaniel. Twice-Told Tales. Ed. George Parsons Lathrop. Boston: Houghton, 1883. Web. 16 May 2006.
Keats, John. Poetical Works. 1884. Bartleby.com: Great Books Online. Ed. Steven van Leeuwen. Web. 2002.5 May 2002. <http://www.bartleby.com/>.
1. Online database
Journal article:
Curry, Michael R. "Toward a Geography of a World without Maps: Lessons from Ptolemy and Postal Codes." Annals of the Association of American Geographers 95.3 (2005): 680-91. Blackwell Synergy. Web. Sept. 26, 2006.
Newspaper article:
Thomson, David. "Dietrich at 100: The Camera's Truest Lover." New York Times 23 Dec. 2001. Research Library at Proquest. Galileo. Web. 6 Mar. 2002.
m. Online dictionary
"Pawky." Webster's New World Dictionary. Merriam-Webster, 1988. eLibrary. Web. 23 July 2002. <www.elibrary.com>.
n. Online encyclopedia
"James Boswell." The Columbia Encyclopedia, 5th ed. eLibrary. 1 Jan. 1993. Web. 28 July 2002. <www.elibrary.com>.
o. Online magazine article-author listed
Peterson, Scot. "Business: The Smaller the Better." ZDNet News 18 Dec. 2001. Web. 5 Jan. 2002.
p. Online magazine article-no author listed
"Men's Shavers: How to Choose." Consumer Reports January 2007. Web. 1 Apr. 2007.
q. Telnet
Asimov, Isaac. Of butterflies and the origin of the species." San Francisco Chronicle. 22 May 1991. Web. 5 Jan. 2002. <www.telnet.org> or, more directly, <http:// www.sfgate.com>.
r. Usenet
Peterson, Bo. "Re: Bob Marley discography." 11 Jan. 1994. Web. 5 Jan. 2006. <www. usenet. com>.
s. Website-author listed
Graser, Sara. "Kissing Charles Bukowski." Oyster Boy Review 13. Summer 2001. Web. Apr. 2007.
t. Website-no author listed
Jamaica Tourist Board. Official Site of the Jamaica Tourist Board. 2000-2001. Web. 3 Jan. 2002.
9b-8 Sample references to nonprint materials
Because nonprint materials come in many forms and with varied information, you should provide as much information in references to them as is necessary for retrieval. Often the title or topic is sufficient.
a. Address or lecture
In citing an oral presentation, give the speaker's name, the title of the presentation (if known) in quotation marks, the sponsoring organization, the location, and the date. At the end, note the appropriate descriptive label (Address, Keynote speech, Reading, or Forum, for example).
Beach, Bert B. "Religious Liberty and Human Rights-with Special Considerations for the Problems of Minority Churches." Academy of Rottenburg-Stuttgart Diocese. Weingarten, Germany. 28 Nov. 1997. Address.
Fearing, Michael. Professional Retirement Club. Bishop, CA. 15 Mar. 1997. Seminar.
Witt, Alexandra. On Being a News Anchor at MSNBC." Veloris Lang Lecture. Glendale, CA. 5 Jan. 2006. Lecture.
To cite a reprint of an address or lecture appearing in a periodical, see 9b-41.
b. Artwork
To cite a painting or sculpture, state the artist's name first. Italicize the title of the work. Then name the medium (Oil on canvas, Lithograph on paper, etc.). When possible, name the institution or private collection that houses the work. Follow that name with a comma and the city.
Angelico, Beato. Madonna dei Linaioli. Tempera on wood. Museo di San Marco, Firenze.
Alicia Quaini. Pink Flowers in a Vase. Oil on canvas. Franco and Anna Collection, Buenos Aires.
If you use a photograph of a painting or sculpture, show not only the institution or private owner and the city, but also the complete publication information for the source in which the photograph appears. Include the page, slide, figure, or plate number if relevant. Here is an example:
Saint-Grudens, Augustus. Adams Memorial. Photograph. Rock Creek Cemetery, Washington, D.C. Art through the Ages. By Helen Gardner. New York: Harcourt, 1980. 797. Print.
See also 9b-9.
c. Film, videotape, or DVD
Film citations usually begin with the title, italicized. They should include the director's name, the name(s) of the leading actor(s), the distributor, and the year released. End with the medium.
The Turning Point. Dir. Herbert Ross. Perf. Anne Bancroft, Shirley MacLaine, Mikhail Baryshnikov, and Leslie Brown. Twentieth Century-Fox, 1978. Film.
Information on the producer, writer, and size or length of the film also should be supplied if they are relevant to your study. If you are discussing a particular individual's contribution, begin with that person's name:
Mathews, Tom, writ. Mad City. Dir. Costa Gavras. Perf. Dustin Hoffman, John Travolta, Alan Alda, and Mia Kirshner. Warner Brothers, 1997. DVD.
Joanou, Phil, dir. Gridiron Gang. Perf. Kevin Dunn and Leon Rippy. Columbia Pictures, 2006. Laser disc.
d. Interview
Citations of interviews should specify the kind of interview, the name (and, if pertinent, the title) of the person interviewed, and the date of the interview:
Carpenter, Edward, librarian at the Huntington Library, Pasadena. Telephone interview. 2 Mar. 1999.
Moasser, Dr. Mark. Medical consultation. 26 June 2006.
e. Musical composition
To cite a musical composition, begin with the composer's name. Italicize the title of an opera, a ballet, or a piece of instrumental music identified by name, but do not italicize or enclose in quotation marks an instrumental composition identified by form, number, and key.
Opera:
Mozart, Wolfgang. The Abduction from the Seraglio.
Instrumental music identified by name:
Brahms, Johannes. Variations on a Theme by Handel.
Instrumental composition identified by form, number, and key:
Liszt, Franz. Sonata in B Minor.
When to cite in text:
Whenever possible, cite the title of the composition in your text. For instance:
Bach's Well-Tempered Clavier is a principal keyboard ...
However, when opus numbers would clutter the text, cite the composition more fully in "Works Cited":
Grieg, Edvard. Minuet in E Minor, op. 7, no. 3:
Published scores are treated like books:
Brahms, Johannes. Three Intermezzi for the Piano, Op. 117. 1892. New York: Schirmer, 1926. Print.
f. Radio or television program
Citations should include the title of the program (italicized), the network or local station, and the city and date of broadcast. If appropriate, the title of the episode is listed in quotation marks before the title of the program; the title of the series, neither italicized nor in quotation marks, comes after the title of the program. The names of the writer, director, narrator, performers, and producer also can be supplied if they are important to your discussion:
Diving for Roman Plunder. Narr. and dir. Jacques Cousteau. KCET, Los Angeles. 14 Mar. 1978. Television.
"Episode 1." Bramwell III. Masterpiece Theatre. Perf. Jemma Redgrave. KCET, Los Angeles. 9 Nov. 1997. Television.
The Third Twin. Writ. Ken Follett. CBS, New York. 9 Nov. 1997. Radio.
g. Sound recording (compact disc or tape)
For commercially available recordings, cite the following: the composer, conductor, or performer; the title of the recording or of the work(s) on the recording; artist(s); manufacturer; catalog number (optional); and year of issue (if not known, use n.d.). Which person is cited first depends on your emphasis. In general, italicize titles of recordings, but do not italicize or enclose in quotation marks the titles of musical compositions identified only by form, number, and key (see the Bach entry that follows). Indicate the medium, neither italicized nor enclosed in quotation marks, after the date.
Bach, Johann Sebastian. Toccata and Fugue in D Minor; Toccata, Adagio, and Fugue in C Major; Passacaglia and Fugue in C Minor. Johann Christian Bach. Sinfonia for Double Orchestra, op. 18, no. 1. Cond. Eugene Ormandy. Philadelphia Orchestra. LP. Columbia, MS 6180, n.d. CD.
Beatles, The. "I Should Have Known Better." The Beatles Again. Apple Records, SO-385, n.d. Audiocassette.
If you are citing a specific song or piece, place the title in quotation marks:
Vivaldi, Antonio. The Spring." The Four Seasons, Op. 8, Nos. 1-4. Print.
Here are some other examples:
Burr, Charles. Jacket notes. Grofe: Grand Canyon Suite. Columbia, MS 6003, n.d. LP.
Dwyer, Michael. Readings from Mark Twain. 15 Apr. 1968. LP. Humorist Society. San Bernardino.
Eagle, Swift. The Pueblo Indians. Caedmon, TC 1327, n.d. CD.
Shakespeare's Othello. With Paul Robeson, Jose Ferrer, Uta Hagen, and Edith King. Columbia, SL-153, n.d. CD.
Wilgus, D. K. Irish Folksongs. 9 Mar. 1969. DVD. U of California, Los Angeles, Archives of Folklore. T7 69-22.
h. Performance
Performances (plays, operas, ballets, concerts) are cited in the form used for films, with added information on the theater, city, and date of the performance. For operas, concerts, or dance productions you also may want to cite the conductor (cond.) or choreographer (chor.). If the author, composer, director, or choreographer is emphasized in your paper, supply that information first.
This citation emphasizes the play:
Barrymore. By William Luce. Dir. Gene Saks. Perf. Christopher Plummer. Music Box, New York. 18 Sept. 1997. Performance.
This citation emphasizes the author:
Durang, Christopher. Beyond Therapy. Dir. John Madden. Perf. John Lithgow and Dianne Wiest. Brooks Atkinson, New York. 26 May 1982. Performance.
This citation emphasizes the conductor:
Conlon, James, cond. La Boheme. By Giacomo Puccini. With Renata Scotto. Metropolitan Opera. Metropolitan Opera House, New York. 30 Oct. 1977. Performance.
This citation emphasizes the guest performers:
Domingo, Placido, and Norah Amsellem. Carmen. By Georges Bizet. Cond. James Levine. Metropolitan Opera. Metropolitan Opera House, New York. 23 Sept. 1997. Performance.
This citation emphasizes the choreographer:
Baryshnikov, Mikhail, chor. Swan Lake. By Peter Ilyich Tchaikovsky. American Ballet Theatre, New York. 24 May 1982. Performance.
9b-9 Sample references to special items
No standard form exists for every special item you might use in your paper. Again, as a general rule, arrange the information in your bibliographic entry in the following order: author, title, place of publication, publisher, date, and any other information that could help with retrieval. Some examples of common citations follow.
a. Artwork, published
Healy, G. P. A. The Meeting on the River Queen. White House, Washington, DC. Illus. in Lincoln: A Picture Story of His Life. By Stefan Lorent. Rev. and enl. ed. New York: Harper, 1957. Print.
To cite a work of art you have experienced, see 9b-8b.
b. The Bible and other sacred writings
The convention of using italics or quotation marks for titles does not apply to the names of sacred writings, such as the Bible, Talmud, Koran, or Upanishads. These names appear without italicizing or quotation marks when used within the text.
When referring to the Bible, cite the book and chapter in the text (the verse, too, can be cited when necessary):
The city of Babylon (Rev. 18.2) is used to symbolize an evil society in ...
or
In Rev. 18:2 the city of Babylon is used as a symbol of evil in a society that ...
In the "Works Cited," specify which version:
The Bible, Rev. Standard Version ...
c. Classical works in general
In your text, when you refer to classical works that are subdivided into books, parts, cantos, verses, and lines, specify the appropriate subdivisions:
Francesca's speech in The Inferno (5.118-35) is poignant because ... Ovid makes claims to immortality in the last lines of The Metamorphoses (3. Epilogue).
In the "Works Cited," these references appear as follows:
Alighieri, Dante. The Inferno. Trans. John Ciardi. New York: NAL, 1961. Print.
Ovid. The Metamorphoses. Trans. and introd. Horace Gregory. New York: NAL, 1958. Print.
d. Dissertation
If the paper has not been published, place the title in quotation marks, and identify the work with Diss.:
Cotton, Joyce Raymonde. "Evan Harrington: An Analysis of George Meredith's Revisions." Diss. U of Southern California, Los Angeles, 1968. Print.
If the paper has been published, treat the dissertation like a book, but include the label Diss., and state where and when the dissertation was originally written:
Cortey, Teresa. Le reve dans les contes de Charles Nodier. Diss. U of California, Berkeley, 1975. Washington, DC: UP of America, 1977. Print.
e. Footnote or endnote citation
A bibliographic reference to a footnote or end note in a source takes the following form:
Faber, M. D. The Design Within: Psychoanalytic Approaches to Shakespeare. New York: Science House, 1970. Print.
In other words, no mention is made of the note. But mention of the note should be made in the text:
In Schlegel's translation, the meaning is changed (Faber 205, n. 9).
The reference is to page 205, note 9, of Faber's book.
f. Manuscript or typescript
A bibliographic reference to a manuscript or typescript from a library collection should provide the following information: the author, the title (italicized) or a description of the material, the form of the material (MS for "manuscript," TS for "typescript"), and any identifying number. If possible, give the name and location of the library or institution where the material is kept. For example:
Chaucer, Geoffrey. The Canterbury Tales. MS. Ellesmere E126C9. Huntington Library, Pasadena.
Cotton Vitellius. MS. A. SV. British Museum, London.
The Wanderer. MS. Exeter Cathedral, Exeter.
g. Pamphlet or brochure
Citations of pamphlets or brochures should conform as nearly as possible to the format used for citations of books. Give as much information about the pamphlet as is necessary to help a reader find it. Italicize the title:
Calplans Agricultural Fund. An Investment in California Agricultural Real Estate. Oakland: Calplans Securities, n.d. Print.
h. Personal letter
Published:
Wilde, Oscar. To Mrs. Alfred Hunt." 25 Aug. 1880. Letter. The Letters of Oscar Wilde. Ed. Rupert Hart-Davis. New York: Harcourt, 1962. 67-68. Print.
Unpublished:
Thomas, Dylan. Letter to Trevor Hughes. 12 Jan. 1934. TS. Dylan Thomas Papers. Lockwood Memorial Library, Buffalo.
Personally received:
Highet, Gilbert. Letter to the author. 15 Mar. 1972. TS.
i. Plays
(i) Classical play
In your text, provide parenthetical references to act, scene, and line(s) of the play:
Cleopatra's jealousy pierces through her words:

The reference within parentheses in the right-hand margin is to Act 1, Scene 3, lines 20 to 23. In "Works Cited," the play is cited this way:
Shakespeare, William. Antony and Cleopatra. The Complete Works of Shakespeare. Ed. Hardin Craig and David Bevington. Rev. ed. Glenview, IL: Scott, 1973. 1073-1108. Print.
NOTE: When the play is part of a collection, list the pages that cover the entire play.
(ii) Modern play
Many modern plays are published in book form:
Miller, Arthur. The Crucible. New York: Bantam, 1952. Print.
When a play has been republished as part of a collection, cite it like this:
Chekhov, Anton. The Cherry Orchard. 1903. The Art of Drama. Ed. R. F. Dietrich, William E. Carpenter, and Kevin Kerrane. 2nd ed. New York: Holt, 1976. 134-56. Print.
NOTE: The page reference is to the entire play.
j. Poems
(i) Classical poem
Lucretius [Titus Lucretius Carus]. Of the Nature of Things. Trans. William Ellery Leonard. Backgrounds of the Modern World. New York: Scott, 1950. 343-53. Vol. 1 of The World in Literature. Ed. Robert Warnock and George K. Anderson. 4 vols. 1950-51. Print.
Or, if published in one book:
Alighieri, Dante. The Inferno. Trans. John Ciardi. New York: NAL, 1961. Print.
(ii) Modern poem
Modern poems are usually part of a larger collection (anthology or magazine):
Moore, Marianne. "Poetry." Fine Frenzy. Ed. Robert Baylor and Brenda Stokes. New York: McGraw, 1972. 372-73. Print.
Wetzsteon, Rachel. "Lawyers on the Left Bank." New Yorker 11 Aug. 2003: 70. Print.
NOTE: Cite all of the pages on which the poem appears.
If the poem has been published as a book, use the following format:
Byron, George Gordon, Lord. Don Juan. Ed. Leslie A. Marchand. Boston: Houghton, 1958. Print.
k. Public documents
As a general rule, follow this order: government; body; subsidiary bodies; title of document (italicized); identifying code; and place, publisher, and date of publication. Most publications by the federal government are printed by the Government Printing Office, which is abbreviated GPO.
(i) The Congressional Record
A citation to the Congressional Record requires only the title, date, page(s), and medium.
Cong. Rec. 15 Dec. 1977: 19740. Print.
(ii) Congressional publications
United States. Cong. House. Committee on Foreign Relations. Hearings on S. 2793, Supplemental Foreign Assistance Fiscal Year 1966-Vietnam. 89th Cong., 2nd sess. Washington: GPO, 1966. Print.
United States. Cong. Joint Economic Committee on Medical Policies and Costs. Hearings. 93rd Cong., 1st sess. Washington: GPO, 1973. Print.
United States. Cong. Senate. Permanent Subcommittee on Investigations of the Committee on Government Operations. Organized Crime-Stolen Securities. 93rd Cong., 1st sess. Washington: GPO, 1973. Print.
(iii) Executive branch publications
United States. Dept. of Commerce. Bureau of the Census. Statistical Abstracts of the United States. Washington: GPO, 1963. Print.
United States. Dept. of Defense. Annual Report to the Congress by the Secretary of Defense. Washington: GPO, 2006. Print.
United States. Dept. of Education. National Commission on Excellence in Education. A Nation at Risk: The Imperative for Educational Reform. Washington: GPO, 1983. Print.
United States. Office of the President. Environmental Trends. Washington: GPO, 1981. Print.
(iv) Legal documents
When citing a well-known statute or law, a simple format in a text citation suffices; no bibliographical entry is needed.
The Federal Trade Commission Act of 1914.
(15 USC 78j(b), 1964)
(US CC art. 9, pt. 2, par. 9-28)
(US Const. art. 1, sec. 2)
When citing a little-known statute, law, or other legal agreement, provide all of the information needed for retrieval:
"Agreement between the Government of the United States of America and the Khmer Republic for Sales of Agricultural Commodities." Treaties and Other International Agreements. Vol. 26, pt. 1. TIAS No. 8008. Washington: GPO, 1976. Print.
Names of legal cases are abbreviated, and the first important word of each party is spelled out: Brown v. Board of Ed. stands for "Oliver Brown versus the Board of Education of Topeka, Kansas." Cases, unlike laws, are italicized in the text but not in the "Works Cited."
Text:
Miranda v. Arizona
"Works Cited" entry:
Miranda v. Arizona.
The following information must be supplied in the order listed: (1) name of the first plaintiff and the first defendant; (2) volume, name, and page (in that order) of the law report cited; (3) the place and name of the court that decided the case; and (4) the year in which the case was decided:
Richardson v. J. C. Flood Co. 190 A.2d 259. DC App. 1963. Print.
The citation means that the Richardson v. J. C. Flood Co. case can be found on page 259 of volume 190 of the Second Series of the Atlantic Reporter. The case was settled in the District of Columbia Court of Appeals in 1963.
For further information on the proper form for legal citations, consult The Bluebook: A Uniform System of Citation, 18th ed. (Cambridge, Mass.: Harvard Law Review Association, 1996).
1. Quotation used as a source
Text citations:
According to Oleg Grabar,... (qtd. in Gittes 238).
Dwight MacDonald said ... (qtd. in Trimble 25).
"Works Cited" entries:
Gittes, Katharine Slater. The Canterbury Tales and the Arabic Frame Tradition." PML 98 (1983): 237-51. Print.
Trimble, John R. Writing with Style: Conversations on the Art of Writing. Englewood Cliffs, NJ: Prentice, 1975. Print.
m. Report
Titles of reports in the form of pamphlets or books are italicized. When a report is included within a larger work, the title is set off in quotation marks. The work must be identified as a report:
The Churches Survey Their Task. Report of the Conference on Church, Community, and State. London: Allen & Unwin, 1937. Print.
Luxenberg, Stan. New Life for New York Law." Report on New York Law School. Change 10 (Nov. 1978): 16-18. Print.
n. Table, graph, chart, map, or other illustration
If the table, graph, chart, or map has no title, identify it as a table, graph, map or chart:
National Geographic Cartographic Division. Graph on imports drive into U.S. market. National Geographic 164 (July 1983): 13. Print.
The descriptive label is not italicized or set off in quotation marks. If the table, graph, chart, or map has a title, use the title in quotation marks:
Benson, Charles S. "Number of Full-Time Equivalent Employees, by Industry, 1929-1959." Table. The Economics of Public Education. Boston: Houghton, 1961. 208. Print.
This time the table has a title, so it is set off in quotation marks. (Notice the capitalization too.)
If you reproduce the table or other item in your paper, give the source in full as a footnote (see the discussion in 9d-7) and add an in-text reference using the number you give it in your paper:
In many industries the number of part-time employees exceeds the number of full-timers (see table A.1).
If you do not reprint the item, its source is cited in text and the "Works Cited" the same way that other information is.
We would urge you to bear in mind that the point of documentation is to tell your reader the source of a certain idea or fact used in your paper. It is not to satisfy a protocol that insists on a comma being used here or a colon there. These requirements are nothing more than window-dressing compared to your overall aim, which is to give a source credit that is due. Should you ever find yourself unable to remember the fine points of a documentation entry, keep in mind that your purpose is not to comply with protocol, but to pinpoint the source of borrowed material. Better you leave off ten commas than not carry out this one overriding purpose.

Content notes
Content notes consist of material that is relevant to your research but that does not need to interrupt the flow of your text. For example, here is the text:
The centaur, being half horse and half man, symbolized both the wild and benign aspects of nature. Thus the coexistence of nature and culture was 
The note at the foot of the page adds information without interrupting the flow of the text:
12. It should be noted that the horse part is the lower and more animalistic area, whereas the human part is the upper, including the heart and head.
Content notes can consist of an explanation, additional information, reference to other sources, information about research procedures, or acknowledgment of special help.
The format of content notes is the same no matter which style of documentation you use in the paper. Some instructors insist that all content notes be gathered together on a page titled "Notes," placed after the text of the paper but before the "Works Cited." Other instructors want them placed at the foot of the appropriate page so that the reader can look down and read them as they occur. Observe the following rules when you're typing or keying in content notes:
❑ Indent the first line of each note one-half inch.
❑ Double-space content notes gathered at the end of the paper, but single-space those shown at the foot of a page. The examples shown here are double-spaced.
❑ The note should begin four lines below the text and should be identified by a numeral, followed by a period and then one space. Notes at the end of the chapter or at the end of the book are preferred to footnotes.
❑ Do not type a solid line between the text and the note. That would indicate a note continued from the previous page.
❑ Double-space between notes if there is more than one note at the foot of a page.
❑ Give complete documentation for content notes sources in the "Works Cited," not in the notes themselves. For instance, the following content note might appear in a biology paper:
10. Harvey disagrees with this aspect of Johnson's interpretation of handwriting (233).
In the "Works Cited" the full source is given:
Harvey, 0. L. The Measurement of Handwriting Considered as a Form of Expressive Movement." Quarterly Review of Biology 55 (1980), 231-49. Print.
9c-1 Content note explaining a term
1. The Rebellion of 1837 refers to December 1837, when William Lyon Mackenzie, a newspaper editor and former mayor of Toronto, led a rebellion intended to establish government by elected officials rather than appointees of the British crown.
9c-2 Content note expanding on an idea
2. This pattern of development was also reflected in their system of allocation: Only a small percentage of tax money was used for agriculture, whereas great chunks were apportioned to industry.
9c-3 Content note referring the reader to another source
3. For further information on this point, see King and Chang (124-35).
NOTE: The "Works Cited" must provide full documentation for this source:
King, Gilbert W., and Hsien Wu Chang. "Machine Translation of Chinese." Scientific American 208.6 (1963): 124-35. Print.
9c-4 Content note explaining procedures
4. Participants were grouped according to their smoking history as neversmokers, cigar and/or pipe smokers exclusively, ex-cigarette smokers (smoked cigarettes regularly in the past but not within the year before the time of the interview), and current cigarette smokers (smoked cigarettes regularly at the time of the interview for at least one year).
9c-5 Content note acknowledging help
5. The authors wish to acknowledge the help of the Montreal Children's Hospital in providing access to its Hewlett-Packard 3000 computer.
9c-6 Content note consolidating references
If a substantial part of your paper is based on several sources that deal with the same idea, consolidating the references into a single note can save space and reduce repetition.
1. For this idea I am indebted to Holland (32), Folsom (136-144), and Edgar (15-17).

Finished form of the paper
Even though every style has its individual requirements, instructors vary in the conventions they expect students to observe in their written work. For example, MLA does not require a separate title page, which some instructors insist on. Other instructors do not require a separate title page but are adamant about an outline and will not accept a paper without one. The good news is that abiding by one style will automatically make it unnecessary for you to follow another. So before you submit your final paper, we strongly advise that you check the particular requirements of your instructor.
9d-1 Appearance
The paper should be neat and crisp, as it most likely will be if you use a computer to write it. Don't submit a handwritten paper unless your professor specifically permits it. Use 8'/2 X 11-inch paper that is heavy enough to withstand the instructor's corrections and comments. Don't staple the pages together or submit the paper inside a folder: Simply clip the pages together with a paper clip and hand in the paper. Do not use half sheets or strips of paper taped or stapled to the pages as these can get lost in handling.
NOTE: Be sure to give the paper a thorough proofreading before submitting it.
9d-2 Title page
MLA does not require a separate title page. Instead, the first page should start with your name, the name of the instructor, the name of the course, and the date. Each of these elements is a separate line flush with the left-hand margin of the page. The title of the paper goes below the date, centered, in title case (all major words capitalized). In the top right-hand corner of the page, insert a running head (header) consisting of your last name, a space, and the page number. Figure 9-3 on the next page shows the opening-page treatment that MLA requires. If your instructor requires a title page, it counts as page 1, but it is not numbered.

Figure 9-3 Sample opening page, MLA style
9d-3 Abstract
A paper written with MLA documentation does not need a separate abstract.
9d-4 Pagination and headings
Number pages, including the first, consecutively in the upper right-hand corner of the paper. Use Arabic numerals (1, 2, 3). The MLA header starts with your last name, a space, and then the page number. No hyphens, parentheses, periods, or other characters follow the numbers. Endnotes and the "Works Cited" begin on new pages but are numbered in sequence from the body of the paper (see the student paper in 12a). Use lowercase roman numerals (i, ii, iii) to paginate the outline and any other material that precedes the body of the paper. The MLA title page is not numbered but is counted as "i" if an outline follows, as "1" if no outline follows. If the title page is not separate, MLA counts the front page as "I."
If your paper contains sections, use headings either centered on the page or aligned with the left margin. Italicize but do not capitalize headings. Separate headings from the last line of the previous section by quadruple-spacing.
NOTE: A heading should always have at least two lines of text following it. If not, start the heading at the top of the next page.
9d-5 Spacing of text
Double-space the text, including quotations, content notes, and footnotes (see Figure 9-4).
Allow one-inch margins all around. Use a ragged right margin: Do not justify the text.
9d-6 Font
Use a font that is easy to read. MLA suggests a readable font, such as 12-point Times Roman. Script and other decorative typefaces are often difficult to read and so are not acceptable. If in doubt, consult your instructor.
9d-7 Illustrations, tables, and other graphics
Papers in many fields use tables, graphs, charts, maps, drawings, paintings, photographs, and other illustrations. A table presents information systematically, usually in columns, and is always labeled "Table" Any other kind of illustration is labeled "Fig." or "Figure" The general rule is that illustrations should appear as close as possible to the part of the text that they illustrate. Or if the material requires an entire page, it should be placed in an appendix.

Figure 9-4 Format for footnotes
a. Tables
Tables should be titled and numbered above the table. Sources appear abbreviated, but must be cited in full in the "Works Cited." Tables should be numbered with Arabic numerals and titled at the top of the table:
Table 2
Significance of Differences between Mean Grade Point Averages of Male Achievers and Underachievers from Grade 1 through 11
Capitalize both the word "Table" and the title as you would a book title: Do not use all capital letters. Place the table source and accompanying notes flush left at the bottom of the table (see 7h). If you don't list a source, a reader will assume that the table is your original work. Indicate notes to tables with superscript letters (lowercase) or symbols (asterisks and daggers) to avoid confusion with notes to the text. (Use one or the other consistently.) Figure 9-5 shows a sample original table.

Figure 9-5 Sample table
b. Other illustrative materials
Other illustrations should be labeled "Fig." or "Figure" and numbered with Arabic numerals: Figure 3. Give each figure a title, using title case (capital and lowercase letters), placed under the illustration:
Fig. 12. The Development of the Alphabet
Put any notes and the abbreviated source flush left immediately below the caption. If no source is cited, a reader is going to assume that the illustration is your original work. Indicate notes to illustrations with superscript letters or symbols to avoid confusion with other note numbers in the text. Figures 9-6 through 9-10 on the following pages show several kinds of text illustrations.
If your illustrative material takes up a good share of the page, you may choose to place it on a separate page titled `Appendix." In your text you would simply write "See appendix." On the appendix page, center the word `Appendix" and place the illustration under it.

Figure 9-6 Sample line graph

Figure 9-7 Sample drawing

Figure 9-8 Sample map

Figure 9-9 Sample bar graph

9d-8 Use of numbers
In dealing with numbers, most scholars observe the following rules:
❑ Use Arabic numerals for volumes, books, parts, and chapters of works; acts, scenes, and lines of plays; cantos, stanzas, and lines of poetry.
❑ In papers on subjects in which numbers are used infrequently, you may spell out numbers written in one or two words without accompanying symbols or abbreviations, and use numerals for others: five hundred, three thousand, two billion, 4'/2, 4.5, 101, 3,100, 7.1 million or 7,100,000, 5% or five percent, $2 or two dollars, 6 p.m. or six o'clock. Use the same style for symbols throughout the text of your paper.
❑ If the paper uses numbers frequently, as for a scientific or statistically supported thesis, use numerals with technical units of measure (2 millimeters) and for numbers that represent similar things, especially data presented together (4 respondents strongly supported the proposal and 22 opposed it). Spell out other numbers that can be written in one or two words, as explained above.
❑ In using numbers that indicate a range, give the second number in full for numbers through 99 (e.g., 4-8, 16-23, 80-99). In the MLA style, when using three digits or more, cite only the last two in the second number unless more digits are needed for clarity (e.g., 65-97, 120-30, but 3,877-906 and 3,907-4,223).
❑ Place commas between the third and fourth digits from the right, the sixth, and so on (e.g., 2,400; 5,000,000). Exceptions are page and line numbers, addresses, the year, and zip codes.
❑ Use the number 1, not the lowercase letter l or the uppercase letter I.
❑ In the following cases, use words to express numbers in your text:
❑ Numbers less than ten, not used in measurements: five soldiers, six research papers.
❑ Common fractions: one-fourth of the student body, a one-third majority.
❑ Any number beginning a sentence: Three bulls galloped down the street.
❑ 0 and I when used alone: He had zero dollars left; only one answer counted (but I out of 15 patients improved).
9d-9 Bibliography (titled "Works Cited")
The bibliography appears on a separate page at the end of your paper, under the centered heading "Works Cited."

Peer review checklist
Because two pairs of eyes usually are better than one, ask another student with good writing skills to go over your paper for clarity, consistency, focus, and mechanics. Here is a checklist the peer reviewer can use:
PEER REVIEW CHECKLIST

NOTE: Just before you print out your final copy, always run the spelling checker too.

Submitting your paper electronically
Some instructors allow students to submit papers electronically-as an e-mail attachment, on a floppy disk, on a CD, or even on a web page. If you have the expertise to use any of those systems, always get approval from your instructor and follow his or her directions. Still, don't get so caught up by electronic publishing that you ruin your paper with bells and whistles at the expense of more traditional text that might have resulted in a better paper.


A small German man with a Jewish background profoundly changed the world's view of time and space with a simple formula: Today Albert Einstein is considered one of the most brilliant physicists of all time. In addition to exploring relativity, he also explained the photoelectric effect and studied the motion of atoms, on which he based his view of Brownian movement. In 1921 he won the Nobel Prize in physics. After the Nazis confiscated his property in Germany, he moved to the United States and became an American citizen. Although he asked President Franklin Delano Roosevelt to investigate the atomic bomb, he himself remained a confirmed pacifist.
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Parenthetical documentation: Author-date (APA)

Format for "References" (APA)

Writing the abstract

Finished form of the paper

Peer review checklist

Submitting your paper electronically

1. Why does the APA style stress the date over the page number in its citations? See 10a.
2. When is a page number necessary in APA citations? See 10a-1j.
3. How are the names of two authors joined when they appear in a parenthetical citation? See 10a-1c.
4. When is the Latin term et al. required in a citation? See 10a-1d, e.
5. What is the rule of thumb for abbreviating corporate authors in a citation? See 10a-1f.
6. What is the best way to avoid clutter when citing sources? See 10a-2.
7. What is the APA bibliography called? See 10b.
8. What is a "hanging indent"? See 10b.
9. Where can I find the correct form for listing a translated book in "References"? See 10b-2d.
10. What is the general order for references to periodicals? See 10b-3.
11. How do I distinguish between printed sources and electronic sources when citing them in "References"? See 10b-5.
12. How should I treat an e-mail in "References"? See 10b-5e.

Parenthetical documentation: Author-date (APA)
The American Psychological Association's style-used by the social sciences, business, anthropology, and some of the life sciences-consists of parenthetical citations in the text, much like the style recommended by the MLA. However, unlike MLA, APA in-text citations mention the author (last name only) and the date of the cited publication, not the author and page number. Part of the reason for stressing the date over the page number is the nature of scientific research, which is time sensitive and can quickly become obsolete. Here is a typical APA in-text citation:
Pollock (1994) has shown that a disturbance in the mother's initial contact with the infant can affect her decision or capacity to breast-feed her infant.
Or
One study has shown that a disturbance in the mother's initial contact with the infant can affect her decision or capacity to breast-feed her infant (Pollock, 1994).
No page number is ever needed in the citation unless the source is used as a direct quote. Here are two examples:
No page number:
The psychological response to defeat was often more dramatically expressed by the women of the South than by the men, as Mary Chestnut documents in her Civil War diary (Vann Woodward, 1981).
Page number necessary because of direct quote:
The psychological response to defeat was often more dramatically expressed by the women of the South than by the men. Evidence of that comes from Mary Chestnut, who in her diary tells the story of a woman who "raved and dashed herself finally on the ground" when she heard about the fall of New Orleans (Vann Woodward 1981, p. 640).
In the second example, a page number must be cited because the text contains a direct quote. Notice the abbreviation p. (pp. if more than one page is cited). Your paper will then list the publication details of the source on a page titled "References" (APR's term for a bibliography):
Vann Woodward, C. (1981). Mary Chestnut's Civil War. New Haven: Yale University Press.
APA also requires the "References" page to use a hanging indentation for its entries as well as italics-not underlining-for book titles, the names of magazines, and the like. See the sample entries in 10b.
10a-1 Examples of APA in-text citations to books
Here are some examples of the parenthetical documentation of the APA.
a. One work by a single author
The surname of the author and the year of publication are inserted in the text at the appropriate point:
Leakey (2001) speculates that perhaps we have not yet found the perfect link between humans and apes.
Or
In a recent study (Leakey, 2001), paleoanthropologists focused on Kenya Man, a possible early hominid and ancestor of humankind.
Or
In a study published in 2001, Leakey described finding a skull in the Kenya desert that turned out to be a candidate for humankind's ancestor.
If the name of the author is given in the text, then cite only the year of publication in parentheses (first example). Otherwise, show both the author and the date of publication in parentheses (second example). If, however, both the year and the author are cited in the text discussion, then no parenthetical citation is necessary (third example).
b. Subsequent references
Subsequent references do not need to include the year so long as the study cannot be confused with other studies in your paper:
In a more-recent study, Johnson (2002) found that children were more susceptible. Johnson also found that ...
c. One work by two authors
When a work has two authors, always mention both names each time the reference occurs in your text. In naming two authors, join their names by and in the text but by an ampersand in a parenthetical citation.
Much earlier, Grant and Change (1958) had discovered ...
But
In a previous study of caged rats (Grant & Change, 1958), the surprising element was...
d. One work by three to five authors
For works with three to five authors, mention all authors and the year of publication the first time the reference occurs. In subsequent citations include only the surname of the first author followed by et al. (not underlined or in italic and no period after et) and the year:
First citation:
Holland, Holt, Levi, and Beckett (1983) indicate that ...
Subsequent citation:
Holland et al. (1983) also found ...
An exception occurs when two separate references have the same first author and same date and so would shorten to the same reference. For example, Muskavitch, Baran, and Parker (2002) and Muskavitch, Baran, and Petrossian (2002) would both shorten to Muskavitch et al. (2002). In this case always cite both references in full to avoid confusion. Also, multiple-author citations in footnotes, tables, and figures should include the surnames of all authors in every citation.
e. Work by six or more authors
When a work has six or more authors, name only the surname of the first author followed by et al. (not underlined or italicized, and no period after et) and the year in the first as well as in subsequent citations. In "References," list the names of all authors. Again, if two separate references would shorten to the same form, list as many authors as are necessary to distinguish between the two references, followed by et al. For instance:
Verska, Sage, Finley, Attarian, and McBride (2006)
and
Verska, Sage, Bradley, Attarian, and McBride (2006)
would be cited in the text this way:
Verska, Sage, Finley, et al. (2006)
and
Verska, Sage, Bradley, et al. (2006)
NOTE: A comma precedes et al. following more than one name, but not following a single name.
f. Corporate author
Sometimes a scientific work is authored by a committee, an institution, a corporation, or a government agency. The names of most corporate authors should be spelled out each time they appear as a source in your text. Occasionally, however, the name is spelled out in the first citation only and abbreviated in subsequent citations. The rule of thumb for abbreviating is that you must supply enough information in the text for a reader to locate the source in the references list. In the case of a long and difficult corporate name, you may use an abbreviation in subsequent citations as long as the name can be recognized and understood.
First citation in the text:
(National Institute of Mental Health [NIMH], 2005)
Subsequent citations:
(NIMH, 2005)
First citation in the text:
(Santa Barbara Museum of Natural History [SBMNH], 1999)
Subsequent citations:
(SBMNH, 1999)
If the name is short or an abbreviation would not be understood easily, spell out the name each time the reference occurs:
(Harvard University, 2006)
(Russell Sage Foundation, 2006)
(Bendix Corporation, 2006)
The names of all of these corporate authors are simple enough to be written out each time they are cited.
NOTE: When using an acronym (words formed from the initial letters of other words), such as FEMA (the Federal Emergency Management Administration), AIDS (acquired immunodeficiency syndrome), or FBI (Federal Bureau of Investigation), be sure that you spell out the full name the first time you use the acronym unless it is commonly known, like TV, PC, IQ, or NATO. Here is an example from a student paper:
The Federal Emergency Management Administration (FEMA) was encouraged to give money to victims of the fire.
g. Works by an anonymous author or no author
When the author of a work is listed as `Anonymous," use the word Anonymous in parentheses in the text, followed by a comma and the date:
(Anonymous, 2004)
In "References," the work should be alphabetized under A, for `Anonymous."
When a work has no author information, cite the first two or three words from the title of the book or article, followed by a comma and the year:
To obtain the tax benefits of a property exchange, the parties who started the exchange must complete it ("First guarantee exchange," 2002).
One study shows that the number of women in their forties returning to college continues to grow ("New educational horizons," 2002)--especially in urban areas.
In "References," works without authors are alphabetized according to the first significant word in the title. Articles (the, a, an), prepositions (from, between, behind), and pronouns (this, those, that) do not count.
Citations of statutes and other legal materials are treated like citations of works without authors: You cite the first few words of the reference and the year. Notice that court cases cited in the text must be in italic.
(Baker v. Carr, 1962)
(National Environmental Protection Act, 1970)
(Civil Rights Act, 1964)
h. Authors with the same surname
If your paper includes two or more authors with the same surname, include the authors' initials in all text citations even if the dates differ:
D. L. Spencer (1965) and F. G. Spencer (1983) studied both aspects of ...
i. Two or more works in the same parentheses
Sometimes your paper may require that you cite two or more works supporting the same point. List the citations in the same order that they appear in "References," using the "References" guidelines (see 10b). The following rules will be helpful:
❑ List two or more works by the same author(s) by year of publication. If one work is in the process of being published, cite it last, using the words in press:
Research in the past two years (Ford & Beckham, 2000, 2002) has revealed many potential ...
Or
Past studies (Murphy, 2005, 2006, in press) reveal ...
❑ Identify different works by the same author that have the same publication date by a, b, c, and so on, added after the year in the "References" entries.
According to these studies (Sturgis, 2001a, 2001b, in press) the prevalent attitude is...
❑ List two or more works by different authors alphabetically according to the first authors' surnames. Use semicolons to separate the studies:
Three separate studies (Delaney & Rice, 1980; Rodney & Hollander, 1980; Zunz, 1981) tried to build on the same theory, but ...
j. References to specific parts of a source
If you are giving your reader statistical information gathered from tables, charts, or graphs, be sure to cite the source in the body of the paper where you refer to the information. Anytime you refer to a specific quotation, figure, or table, you must supply the appropriate page, figure number, or table number:
(Spetch & Wilkie, 1983, pp. 15-25)
(Halpern, 1982, Fig. 2)
(Table 4.8, p. 2)
Notice that the words page, pages, and figure are abbreviated.
k. Personal communications
Personal communications include letters, memos, e-mail, and telephone conversations. Because readers cannot access them, personal communications have limited use for researchers and are not listed in "References." You cite them in your text only. Give the initials and the surname of the communicator, and the date on which the communication took place:
(A. Sorensen, personal communication, November 19, 2001)
Or
A. Sorensen (personal communication, November 19, 2001) quickly approved the entire research project.
Or
In two separate e-mails, Dr. Kazanjian approved the protocol for this significant autism research project (personal communication, November 19, 2005).
1. Citation as part of a parenthetical comment
When a citation appears as part of a parenthetical comment, use commas rather than brackets to set off the date:
(See Appendix A of Jenkins, 1983, for additional proof.)
10a-2 Avoiding clutter in the text
Many scholars use the APA system of documentation because it helps the reader identify authority and date immediately without looking to the bottom of the page or flipping to the end of the work. But you should guard against having so many references on one page that they make it unreadable. The following passage, for example, is cluttered with parenthetical information:
The protocol itself was faulty (Jacobson, 1995); thus the resulting research also was seriously flawed (Lester, 1961; Masters, 1961; Zimmerman, 1960), and millions of dollars in time and equipment were wasted (Smith, 1999).
To avoid this kind of congestion, some references can be given in the text:
In 1995 Jacobson acknowledged that the original protocol was faulty, so that when Zimmerman (1960), Lester (1961), and Masters (1961) performed their experiments, these, too, were flawed. The consequent loss of millions of dollars in time and equipment has been well documented (Smith, 1999).
A prudent mixture of parenthetical and in-text references should be used when a page threatens to become engorged with citations.

Format for "References" (APA)
The APA bibliography is titled "References" and has its own formatting quirks. Figure 10-1 on the next page shows a typical entry. To prepare your APA references, do the following:
❑ Start the references on a new page.
NOTE: The page numbers in the reference list continue on from the text.

Figure 10-1 "References" entry (APA)
❑ Center the title "References" one double-space down from the running head.
❑ Double-space throughout the list.
❑ Cite only the sources you actually used in the paper, not sources you consulted.
❑ List titles by the same author chronologically, not alphabetically:
Manfred, B. F. (2006)....
Manfred, B. F. (2007)....
See additional guidelines for order in lOa-li.
❑ Indent the second and subsequent lines of each entry five spaces or one-half inch (hanging indent).
❑ Place a period followed by one space between all of the elements in each entry. The two main exceptions are the colon between the place of publication and the publisher in citations to books, and the commas around the volume number for journals.
❑ Italicize the titles of books, periodicals, and volume numbers.
Study the reference examples in the rest of l0b.
10b-1 General order for books in "References"
Your references for books should contain the following elements in this order:
I. The name(s) of the author(s) in inverted order. Use only the initials of the first and middle names unless two authors mentioned in the paper have identical last names and initials. In the latter instance, the list of names is followed by a period.
2. The year of publication in parentheses, followed by a period.
3. The title of the book in italic with only the initial letter of the first word and proper nouns capitalized. (When a subtitle is separated from the title by a colon, the initial letter of the first word in the subtitle is also capitalized.)
4. The place of publication, followed by a colon.
5. The name of the publisher, followed by a period. (The name of the publisher is listed in as brief a form as is intelligible. Terms like Publisher, Co., and Inc. are omitted. But names of university presses and associations are spelled out.)
NOTE: The only time you need to indicate the state in which a work is published is when the city is not well known, for instance, Englewood Cliffs, NJ, or Mountain View, CA.
10b-2 Sample references to books
a. Book by a single author
Jones, E. (1931). On the nightmare. London: Hogarth.
Place a period after the author's name (the period following an initial serves this purpose), after the final parenthesis of the publication date, after the title, and at the end of the entry. Use a colon to separate the city of publication from the publisher.
b. Book by two or more authors
With two names, use an ampersand before the second name and a comma to separate the names:
Terman, L. M., & Merrill, M. A. (1937). Measuring intelligence. Cambridge, MA: Riverside Press.
With three to six names, use an ampersand before the last name and use commas to separate the names (Bowen, B. M., Poole, K. J., & Gorky, A.). Give the surnames and initials of all authors, up to six. Separate the names with commas and use an ampersand between the last two names. If more than six authors are listed, use et al. to indicate the seventh and subsequent authors:
Johnson, T. H., Corbett, M., Benioff, M. F., Castuera, I. 0., Nassiman, P., White, P. R., et al.
c. Edited book
Give the surname and initials of all editors up to six. For more than six editors, use et al. to indicate the seventh and subsequent editors. Insert Ed. or Eds. in parentheses after the name or names. Notice the period after the closing parenthesis:
Friedman, R. J., & Katz, M. M. (Eds.). (1974). The psychology of depression: Contemporary theory and research. New York: Wiley.
When referring to an article or chapter in an edited book, use the following form:
Waxer, P. (1979). Therapist training in nonverbal behavior. In A. Wolfgang (Ed.), Nonverbal behavior: Applications and cultural implications (pp. 221-240). New York: Academic Press.
Precede the name of the editor(s) with the word In. When an editor's name is not in the author position, do not invert his or her name. Place Ed. or Eds. in parentheses after the name(s), followed by a comma. The title of the article or chapter is not placed in quotation marks, and only the initial letter in the title, subtitle, and proper nouns are capitalized. Give inclusive page numbers for the article or chapter in parentheses after the title of the book. Precede the page number(s) with p. or pp.
d. Translated book
Place the name of the translator of a book (name not inverted) in parentheses after the book title; it is followed by a comma and Trans., with a period after the end parenthesis:
Rank, 0. (1932). Psychology and the soul (W. Turner, Trans.). Philadelphia: University of Pennsylvania Press.
e. Book in a foreign language
Saint-Exupery, A. de. (1939). Terre des hommes [Earth of men]. Paris: Gallimard.
Books in a foreign language are treated like books written in English, but the title is given in the foreign language with an English translation provided in brackets and not in italic.
f. Revised edition of a book
Give the edition (Rev. ed., 4th ed., and so on) in parentheses following the title. Place a period after the final parenthesis:
Boulding, K. (1955). Economic analysis (3rd ed.). New York: Harper.
g. Book by a corporate author
When a book is authored by an organization rather than a person, the name of the organization appears in the author's place:
Committee of Public Finance. (1959). Public finance. New York: Pitman.
When the corporate author is also the publisher, use the word Author in place of the publisher:
Commission on Intergovernmental Relations. (1955). Report to the president. Washington, DC: Author.
Alphabetize group authors by the first significant word of the name.
h. Multivolume book
When citing a multivolume source, place the number(s) of the volume(s) actually used in parentheses immediately following the title. Use Arabic numerals for the volume number(s):
Reusch, J. (1980). Communication and psychiatry. In H. I. Kaplan, A. M. Freedman, & B. J. Sadock (Eds.), Comprehensive textbook of psychiatry: Vol. 1. Baltimore: Williams & Wilkins.
If a multivolume book was published over a number of years, list the years in parentheses following the author's name:
Brady, V. S. (1978-1982).
i. Unpublished manuscript
Treat an unpublished manuscript the way you would a book, but instead of writing the place of publication and publisher, write Unpublished manuscript:
Lopez, M.R. (2006). Health problems of immigrants in San Bernardino County. Unpublished manuscript.
NOTE For a publication of limited circulation, supply in parentheses, immediately after the title, an address where the publication can be obtained.
10b-3 General order for periodicals in "References"
Entries for periodicals in your reference list should contain the following elements in the order shown:
1. Name(s) of author(s) in inverted order with only the initials of first and middle names.
2. Year of publication in parentheses, followed by a period. (For magazines issued on a specific day or month, give the year followed by a comma and then the month or the month and day.)
3. Title of article (no quotation marks or italics), with only the initial letter of the first word of the title and subtitle and proper nouns capitalized, followed by a period.
4. Name of the journal or magazine, in italic, with the first word and all other words of four letters or more capitalized, followed by a comma.
5. Volume number, in italics, followed by a comma. (Do not give volume numbers of periodicals issued on a specific date.)
6. Inclusive page numbers followed by a period (no p. or pp.).
10b-4 Sample references to periodicals
a. Journal article, one author
Harvey, 0. L. (1980). The measurement of handwriting considered as a form of expressive movement. Quarterly Review of Biology, 55, 231-249.
b. Journal article, up to six authors
Rodney, J., Hollender, B., & Campbell, M. (1983). Hypnotizability and phobic behavior. Journal of Abnormal Psychology, 92, 386-389.
Use an ampersand preceded by a comma in front of the last author. Name each author up to six authors; use et al. for the seventh and subsequent authors (see lOb-2b). If the article has six or more authors, use this shortened form for in-text parenthetical citations:
(Unterseher et al., 2004).
See lOa-1 for more about in-text citations.
c. Journal article, paginated anew in each issue
Anderson, L. (2001). The overlooked factor in weight control. Journal of Longevity, 71(12), 6-8.
If the journal begins each issue with page 1, supply the volume number in Arabic and italic, followed immediately (no space) by the issue number in Arabic and in parentheses, a comma, a space, and then the page number(s) and a period:
Reavey, P., Ahmed, B., & Magnumdar, A. (2006). How can we help when she won't tell us what's wrong? Journal of Community and Applied Social Psychology, 16(3), 171-188.
d. Journal with continuous pagination throughout the annual volume
Most scholarly journals are paginated continuously throughout the year, so volume and page numbers are all that the reader needs to locate your source:
Anthony, R. G., & Smith, N. S. (1977). Ecological relationships between mule deer and white-tailed deer in southeastern Arizona. Ecological Monographs, 47, 255-277.
e. Magazine article, magazine issued monthly
List the author(s), then the year and month of publication in parentheses, separated by a comma. Place a period after the end parenthesis. Give the title of the article without quotation marks and with only proper nouns and the first word of the title and of the subtitle capitalized, followed by a period. Next come the name of the magazine, in italic, with all major words capitalized, a comma, and finally the inclusive page numbers (no p. or pp.):
Kernan, M. (2001, October). Head's up: From a computer-generated model, sculptors cast a bronze triceratops that looks like the real thing. Smithsonian, 34-36.
f. Magazine article, magazine issued on a specific day
List the author(s), followed by the year, a comma, the month, and the day of the month in parentheses, with a period following the closing parenthesis. Give the title of the article (no quotation marks), with only proper nouns and the first word of the title and subtitle capitalized, followed by a period. Then give the name of the magazine, in italic, with all major words capitalized, followed by a comma and inclusive page numbers (no p. or pp.):
Kalfayou, M. (1997, November 5). As a woman sees it: Honk for domestic violence. The American Observer, 3.
NOTE: APA style retains the article (The) in the name of magazines and newspapers.
g. Newspaper article
Newspaper articles are treated like magazine articles issued on a specific day, with the exact date in parentheses following the author. Here, too, only the first word and proper nouns in the title are capitalized. The title of the newspaper is in italic and capitalized following APA style. Note the section and page(s) after the newspaper title. Use Arabic numerals throughout the entry, and use p. or pp. for "page(s)":
Goodman, E. (1983, December 23). Bouvia case crosses the "rights" line. Los Angeles Times, p. B5.
If the newspaper article has no author, begin with the title or headline of the article:
When Social Security is a senior's only financial support.
Alphabetize works with no author by the first significant word in the title. The example above would be alphabetized on "social."
In your text, use a shortened version of the title in parentheses ("Social Security," 2005).
h. Editorial
Guion, R. M. (1983). Comments from the new editor [Editorial]. Journal of Applied Psychology, 68, 547.
When citing an editorial, place the word Editorial in brackets, followed by a period, after the title of the editorial. If the editorial has no title, "[Editorial]" immediately follows the date. Otherwise, treat the entry like any other magazine or journal article.
i. Letter to the editor
Redgrave, L. (2006, May/June). All the right movies [Letter to the editor]. AARP, p. 6.
NOTE: When the month of the magazine is given in parentheses after the author, use p. or pp. for "page(s)." Place Letter to the editor in brackets immediately following the title. If there is no title, place the bracket following the parenthetical date.
j. Review
Place Review of followed by the title of the work being reviewed in brackets immediately following the title of the review.
Boorstein, J. K. (1983, November/December). On welfare [Review of the article Dilemmas of welfare policy: Why work strategies haven't worked]. Society, pp. 120-122.
10b-5 Sample references to electronic sources
Under the APA style, a citation to an electronic source does not differ significantly in its basic elements or sequence from a citation to a printed source. What sets the electronic citation apart is the URL. According to APA, the following two rules are of great importance and should always be observed:
❑ Direct readers as closely as possible to the information being cited. Whenever possible, reference specific documents rather than home or menu pages.
❑ Provide addresses that work.
An electronic citation should consist of the following in the order shown:
1. Author, given the same way as any other citation, followed by a period.
2. The date of the document in parentheses. Use year-month-day format, with no abbreviations:
(2007, February 25).
Insert a period after the closing parenthesis.
3. Title with only the first word, the first word after a colon, and proper nouns capitalized. No quotation marks around article titles. Use italic for titles of books, periodicals, and microfilm.
4. The source-a database, website, or online magazine-in italic.
5. The word Retrieved followed by the date, followed by the word from and the complete URL. Do not add a period at the end of the entry if the entry ends with a URL.
Here is an example:
Peterson, S. (2001, December 18). Business: The smaller the better. ZDNet News. Retrieved January 5, 2002, from http://www.zdnet.com/zdnn/stories/ comment/0,5859,2833529,00.html
What follow are examples of the most common electronic sources.
a. Abstract online
Notice the addition of the word Abstract before retrieved:
Bourg, S. N. (2001). Sexual and physical aggression within a dating/acquaintance relationship: Testing models of perpetrator characteristics. ProQuest. Abstract retrieved October 16, 2007, from http://proquest.umi.com/pqdlink?Ver =1 &Exp=04-17-2012&FMT=7&DI D=728459911 &RQT=309&attempt=l &cfc=1
b. CD-ROM
Provide an author (if available), the date of publication, the title of the work, and the name of the CD-ROM program or publication. Furnish edition or version numbers, and any other available publication information:
Psychoanalysis. (2002). Microsoft Encarta Reference Library [CD-ROM]. Seattle, WA: Microsoft Corporation.
NOTE: No access date is needed for citations to CD-ROMs and other permanent storage media.
c. Computer program
Dragon NaturallySpeaking (Version 9, preferred edition for Windows) [Computer software]. (2006). Burlington, MA: Nuance, Inc.
d. Corporate website
IDG, Inc. (2001). Report: Job cuts in 2001 reach nearly 2 million. Retrieved January 4, 2002, from http://idg.net/
e. E-mail
According to the APA, e-mail and other personal communications that cannot be retrieved by readers should be cited in the text, not listed in the references. E-mail posted to an online discussion group is styled like this:
McCuen, J. (2001, March 21). Give genius a chance [Msg 12]. Message posted to http://groups.google.com/groups?hl=en&threadm=efbc3534.0201220323 .5235319c%40posting.google.com&prev=/groups%3Fhl%3Den%26group %3 Dhuman ities.Iit.authors. shakespeare
f. FTP source
See 5b-2 for a list of some abbreviations used on the Internet.
Zeleznikar, A. P. (1997, March 2). Informational theory of consciousness. Informatica: An International Journal of Computing and Informatics, 21, 3. Retrieved May 4, 2002, from ftp://ftp.arnes.si/magazines/informatica/vol2l_3.97
Adamson, Marilyn. (2006, October 2). Is there a god? Everystudent.com. Retrieved October 2, 2006 from http://everystudent.com/features/isthere.htmI
g. Gopher
Jordan, Z. P. (1995, July 7). Telecommunications green paper. The ministry of posts, telecommunications and broadcasting. Retrieved July 17, 2002, from gopher://gopher.anc.org.za/00/govdocs/green_papers/telecomms .txt%09%09 %2 B
h. Government website
Library of Congress. (1999, July 9). Official U.S. executive branch web sites. Retrieved April 6, 2002, from http://www.loc.gov/global/executive/fed.html
i. Electronic mailing list (Listserv)
Pyatt, E. J. (2001, September 24). Re: Everson typography. The Celtic Linguistics List. Retrieved January 5, 2002, from http://listserv.linguistlist.org/cgi-bin/ wa?A2=ind0109&L=celtling&D=1 &F=&S=&P=83
j. MOOs and MUDs (synchronous communication)
Miami University, Oxford, OH. Basic MOO building commands. Retrieved September 15, 2002, from http://miavxl.muohio.edu/-mandellc/moo/build _commands.html
k. Online book
Green, E. C. (1997). Southern strategies: Southern women and the woman suffrage question. Chapel Hill, NC: University of North Carolina Press. Retrieved October 3, 2002, from http://www.questia.com/PageManagerHTMLMediator .qst?action=openPageViewer&docld=8033348
1. Online database
Thomson, D. (2001, December 23). Dietrich at 100: The camera's truest lover. The New York Times. Retrieved September 4, 2002, from http://proquest.umi.com/ pgdweb?Did=000000096537415&Fmt=3&Deli=1&Mtd=1&ldx=2&Sid=1 &RQT=309
m. Online dictionary
Pawky. (1998). Webster's new world dictionary. Retrieved on June 4, 2002, from http://ask.elibrary.com/getrefdoc.asp?pubname=Webster-Q-s_NewWorld _Dictionary&puburl=0&querydocid=28317849@urn:bigchalk:US-;Lib&dtype =0-0&dinst=0&author=&title=pawky++&date=01 %2D01%2D1988&query =pawky&maxdoc=l &idx=0
n. Online encyclopedia
Boswell, James. (1997). The Columbia encyclopedia, 5th ed. Retrieved July 4, 2002, from http://ask.elibrary.com/getrefdoc.asp?pubname=The_Columbia _Encyclopedia,_Fifth_Edition&puburl=http-C--S--S-icm.lhs.com-S-& querydocid=28432006@u rn:bigchalk:US;Lib&dtype=0-0&dinst=0&author=& title=Boswell%2C+James++&date=01 %2D01 %2D1993&query=Boswell %2C+James&maxdoc=l &idx=0
o. Online magazine article-author listed
Peterson, S. (2001, December 18). Business: The smaller the better. ZDNet News. Retrieved April 5, 2002, from http://www.zdnet.com/zdnn/stories/comment/ 0, 5859, 2833529,00. html
NOTE: APA does not place quotation marks around the titles of articles or essays within larger works, and it capitalizes only initial letters and proper nouns. The title of the magazine is capitalized and italicized.
If the article you are citing has been published in print, but you've only consulted the electronic version, put Electronic version in brackets immediately after the title. A period follows the closing bracket:
Levine, J. (2001, May). The mind's eye [Electronic version]. Psychology Today, 34, 14. Retrieved May 10, 2002, from http://web5.infotrac-college.com/ wadsworth/session/585/376/17219801/9!xrn
p. Online magazine article-no author listed
&FOLDER%3C%3Efolder Consumers Union of U.S., Inc. (2000, September). Herbal Rx for prostate problems. Consumer Reports. Retrieved January 4, 2002, from http://www .consumerreports.org/main/detail.jsp?CONTENT%3C%3Ecnt-id=31427 
q. Telnet
Asimov, I. (1991, May 22). Of butterflies and the origin of the species. San Francisco Chronicle. Retrieved January 5, 2002, from telnet://nyplgate.nypl.org
r. Usenet
Peterson, B. (1994, January 11). Re: Bob Marley discography. Message posted to .29935%40nomina.lu.se&rnum=2
NOTE: APA discourages the citation of newsgroup postings because they have not been subjected to peer review. Instead it recommends treating those messages like personal communications.
s. Website-author listed
Sauve, D. (1998). Charles Bukowski's novels. Charles Bukowski. Retrieved January 3, 2002, from http://www.levee67.com/bukowski/
t. Website-no author listed
Jamaica Tourist Board. (2000-2001). Official site of the Jamaica Tourist Board. Retrieved May 3, 2002, from http://www.jamaicatravel.com/
u. Message posted to a group
The Internet is a wealth of online discussion groups, forums, newsgroups or electronic mailing lists, and postings that bring together people of similar interests. Care should be taken in citing these electronic discussion sources because as a rule they are not subject to the scrutiny of formal publication, have not been peer reviewed, and often lack scholarly content. Moreover, they usually have a brief life span. Any posted message you cite should have scholarly content and should be retrievable. If it is not retrievable, then you should cite it as a personal communication.
Here are some guidelines to follow:
❑ List the author's full name-last name first, followed by initials.
❑ Provide the exact date of the posting.
❑ Follow the date with the subject line of the message (also called "thread"), not in italics. Provide any additional identifier in brackets after the subject.
❑ Finish the reference with Message posted to followed by the address of the group.
Osborne, D. (2006, September 12). Help in recruiting AV helpers [weekly forum]. Message posted to http://www.Northerncaliforniaconference.org/ worshipforum/html
10b-6 Sample references to nonprint materials
The following are citation models for common nonprint sources.
a. Motion picture
When citing a film, name the producer (title in parentheses), followed by the director (title in parentheses), and then the date of production (in parentheses). Always specify the medium in brackets so that the material cannot be confused with a book or some other source:
Cotton, D. H. (Producer), & Correll, J. B. (Director). (1980). The management of hypertension in pregnancies [Motion picture]. Houston: University of Texas.
b. Audio recording (cassette, record, tape, compact disc)
When citing a recording, name the primary contributor (Speaker, Narrator, Panel chair, Forum director, and so on), followed by the date of production. If the recording has a number, list it in parentheses after the kind of recording. Otherwise, list the kind of recording in brackets after the title. Finally, list the place of publication and the publisher, supplying an exact address if one is available:
Bronowski, J. (Speaker). (1983). The mind (Cassette audio recording No. BB 4418.01). Los Angeles: Pacifica Tape Library, 5316 Venice Blvd., Los Angeles, CA 90019.
Corley, O. R. (Interviewee). (1997). My problems with obesity (Compact disc in private library of Luigi M. DeLucia, M.D.). North Hollywood.
10b-7 Sample references to special items
Sources come in such varied forms that a sample cannot be supplied for every possibility. When citing a source for which there is no exact model, provide enough information for your reader to find it. In general, follow this order: (1) person or organization responsible for the work; (2) year the work was published, produced, or released; (3) title of the work; (4) identifying code, if applicable; (5) place of origin; and (6) publisher. Study the following samples.
a. Government documents
(i) Congress
U.S. Cong. House. (1977). U.S. assistance programs in Vietnam. 92nd Cong., 2nd sess. Washington, DC: U.S. Government Printing Office.
U.S. Cong. Joint Committee on Printing. (1983). Congressional directory. 98th Cong., 1st sess. Washington, DC: U.S. Government Printing Office.
U.S. Cong. Senate. (1970). Separation of powers and the independent agencies: Cases and selected readings. 91st Cong., 1st sess. Washington, DC: U.S. Government Printing Office.
(ii) Executive branch
Executive Office of the President. (2006). Environmental trends. Washington, DC: U.S. Government Printing Office.
Bush, G. W. (2007). State of the union address. Washington, DC: U.S. GPO.
NOTE: U.S. Government Printing Office can be abbreviated as U.S. GPO.
b. Legal references
The only legal references that a student paper is likely to cite are references to court cases or statutes. Because legal references can be complex, consult The Bluebook: A Uniform System of Citation, 18th ed. (Cambridge, Mass.: Harvard Law Review Association, 1996) if your paper relies heavily on legal references. For common kinds of citations, follow the sample entries below:
(i) Court case
In general use the following order when citing court decisions: (1) plaintiff v. defendant (in roman); (2) volume, name, and page of law report cited; and (3) the name of the court that decided the case (in parentheses):
Clark v. Sumner. 559 S.W.2d 914 (Tex. Civ. App. 1977).
The case can be found in the second series, volume 559, beginning on page 914, of the South Western Reporter. The case was decided by the Texas Civil Court of Appeals in 1977.
(ii) Statute
When citing commonly known statutes or laws, the simpler the better:
U.S. Const. Art. III, sec. 2.
Securities Act of 1933, U.S. Const. Art. III, sec. 2. 15 U.S.C. § 78j. (1964).
For lesser-known statutes, supply additional information:
90 U.S. Statutes at Large. 505 (1976).
Nuclear Waste Policy Act, Part I, sec. 112 (a).
Energy Conservation and Production Act, Title I, Part A, sec. 101, 42 USC 6901, 1976.
(iii) Treaty
Technical Cooperation Agreement Between the Government of the Royal Kingdom of Saudi Arabia and the Government of the United States of America. (1976). Treaties and Other International Agreements. Vol. 26, Part 1, TAIS No. 8072. Washington, DC: U.S. Government Printing Office.
c. A report
Organization for Economic Cooperation and Development. (1983). Assessing the impacts of technology on society (Report). Washington, DC: U.S. Government Printing Office.
Place Report or other identifying words, such as NIH Publication, in parentheses after the title. If a code has been assigned to the report, add it also:
(Report No. CSOS-R-292).
If the publisher is the same as the author, place the word Author where you would normally place the name of the publisher:
California Postsecondary Education Commission. (1982). Promises to keep: Remedial education in California's public colleges and universities (Report). Sacramento, CA: Author.

Writing the abstract
An abstract-a summary of the major ideas contained in your research paper-is used for papers written in the APA style. Although the abstract replaces an outline, we suggest for the sake of logical progression and balance in the paper that you write from an outline, even if you are not required to submit one. Writing the abstract in coherent paragraphs is relatively easy if you have outlined your paper. To produce a smooth abstract you need only link and condense the main ideas of the outline with appropriate commentary.
In writing the abstract, use no more than 120 words. (Remember that the whole point of abstracting is to condense.) The abstract always falls on page 2, the page after the title page. It should have a running head and page number. Center the title `Abstract" (without quotation marks) one inch from the top of the page.
The abstract should observe the following conventions:
1. Reflect accurately the purpose and content of your paper
2. Explain briefly the central issue or problem of your paper
3. Summarize your paper's most important points
4. Mention the major sources used
5. State your conclusions clearly
6. Be coherent so that it is easy to read
7. Remain objective in its point of view
Here is an example from a student paper:
Vitamins 2
Abstract
Until recently, the official view on healthful eating was that anyone who ate a normally balanced diet did not need vitamin supplements. However, recent research by a team at Trinity College in England and at Brigham and Women's Hospital in Boston concludes that certain vitamins, especially the vitamins A, B, C, D, and E (also called antioxidants), can help prevent such serious diseases as heart failure, diabetes, depression, flu, and eye problems. The conclusion of this research is that although vitamins cannot substitute for good eating habits, plenty of exercise, and not smoking, the findings do strengthen the argument for adding vitamins as a nutritional supplement.

Finished form of the paper
Before you submit your final paper, we strongly advise that you check the particular formatting requirements of your instructor. With that warning, we look at the conventional requirements of the finished APA paper.
10d-1 Two kinds of APA papers: The theoretical and the empirical
Research papers written in the APA style are divided into two kinds-(I) the theoretical paper and (2) the empirical paper. The theoretical paper is the one most students in college will write. It is organized much like the MLA or CMS papers. The empirical paper, which consists of original research, will be used more in graduate studies or in professional writing.
REQUIREMENTS OF THE THEORETICAL PAPER
❑ The introduction should establish the problem and present the writer's thesis.
❑ The body of the paper should give proof of the problem by citing experts who have commented on the issues involved.
❑ The conclusion should present a possible solution to the problem, perhaps even suggesting further work to be done.
REQUIREMENTS OF THE EMPIRICAL PAPER
❑ The introduction should establish the subject to be examined, including a rationale and hypothesis that serve as the launching pad for the study.
❑ The body of the paper should contain the following two headings: (1) Methods (explaining the design of the study), (2) Results (listing in detail the statistical findings of the study).
❑ The conclusion of the paper (with the heading Discussion) should interpret the results and findings of the paper and relate them to the paper's thesis.
10d-2 Appearance of the final copy
The paper should be neat and crisp, as it most likely will be if you use a computer to write it. Don't submit a handwritten paper without specific permission. Use 8'/2 X 11-inch paper that is heavy enough to withstand the instructor's marginal corrections and comments. Don't staple the pages together or submit the paper inside a folder: Simply paper clip the pages together. Do not use half sheets or strips of paper taped or stapled to the pages as these can get lost in handling.
❑ Margins and spacing: Allow one-inch margins all around. Use a ragged right margin: Do not justify the text. Double-space everything in the paper, including long quotations. The result should be no more than 27 lines of text per page.
❑ Font: APA recommends Times New Roman in a 12-point size.
❑ Page numbers and headers: Number pages, including the first, consecutively in the upper right-hand corner of the paper. Use Arabic numerals (1, 2, 3). Preceding the page number is a header, which is a shortened form of the title-the first two or three words of the title is the APAs suggestion. Type five spaces after the header, and then the page number. No hyphens, parentheses, periods, or other characters follow the numbers.
❑ Paragraphing and indents: Use normal paragraphing throughout the paper, with five-space or half-inch indentation at the start of the new paragraphs. Also indent long quotations-without quotation marks.
a. Outline
APA does not specifically require an outline. If you want to write from an outline, see 4b on how to prepare one, and 4c on using it to write the paper.
b. Title page
The first page is a title page with the following elements, as illustrated in Figure 10-2.
1. Page header and number: At the top right of this and every page are the page number and header, as described above.
2. Running head: In APA format you provide this shortened form (no more than 50 characters) of the paper's title that could be used as an identifier on each page of a journal publication of your paper. It appears in all-capital letters after the words "Running head" and a colon, which start flush left at the left margin on the first line below the page header and number.

Figure 10-2 Sample title page, APA style
NOTE: Because the page header is limited to two or three words, it may be shorter than the running head.
3. Title of the paper: Center in upper- and lowercase letters just above your name.
4. Name and academic affiliation of the writer: Center and place at the bottom of the page.
c. Abstract
The second page is an abstract that concisely summarizes the gist of the paper in a block of words not exceeding 120 words. Center the title Abstract one inch down from the top of the page, and don't indent the first line of the abstract. See 10c.
d. Text
The text of your paper always begins on page 3. Repeat the title of your paper, centered, and start the text on the next double-spaced line, with a paragraph indent.
If your paper contains sections, use headings centered on the page. Use upperand lowercase style; for example, "Section Headings in Your Paper." Separate headings from the last line of the previous section by quadruple-spacing.
NOTE: A heading should always have at least two lines of text following it. If not, start the heading at the top of the next page.
e. Content notes and endnotes
Content notes (see 9c) and endnotes are double-spaced between notes but may be single-spaced within notes (see Figure 11-1). Use elevated (superscript) numerals in the text to refer to content notes or footnotes (and endnotes). When possible, the numbers should come at the end of a sentence, after the punctuation mark. But more important than conventional placement or size is that the reader knows to what the note refers. (See lla-2 for more on placing superscript numerals.) Unless otherwise indicated by your instructor, start each content note or footnote at the bottom of the page on which its reference number occurs. Indent the first line of each note five spaces or one-half inch; second and subsequent lines align with the left margin. To add an explanation to a table or other illustration, use the word Note, in italics, followed by a period (Note.), and place the note directly under the illustration.
1. Double-space the endnotes.
2. Triple-space between the heading and the first note.
f. Illustrations: Tables and figures
Papers in many fields use tables, graphs, charts, maps, drawings, paintings, photographs, and other illustrations. A table presents information systematically, usually in columns, and is always labeled "Table." Any other kind of illustration is labeled "Figure." The general rule is that illustrations should appear as close as possible to the part of the text they illustrate. Or if the material requires an entire page, it should be placed in an appendix.
(i) Tables
Tables should be titled and numbered in Arabic numbers above the table. Capitalize only the word "Table," and the first word of the title. Do not use all capital letters. Place the table source in full as part of the general note (beginning Note.) flush left at the bottom of the table. If you don't list a source, a reader will assume that the table is your original work. Notes to specific parts of tables are indicated with superscript letters (lowercase) or symbols (asterisks and daggers, for significance levels in statistics), to avoid confusion with notes to the text. Figure 10-3 shows a sample table.

Figure 10-3 Sample table, APA style
(ii) Figures
Illustrations other than tables should be labeled "Figure" and numbered with Arabic numerals: Figure 3. Give each figure a title. Capitalize only the first word or proper nouns. Place the title under the illustration:
Figure 12. The development of the Syrian alphabet
Put any notes and the source flush left immediately below the illustration. Indicate notes to illustrations with superscript letters or symbols to avoid confusion with other note numbers in the text. Figures 10-4 through 10-8 on the following pages show several kinds of text illustrations.
If your illustrative material takes up a good share of the page, you may choose to place it on a separate page titled `Appendix." In your text you would simply write "See appendix." On the appendix page, center the word "Appendix" and place the illustration under it.
g. Use of numbers
In dealing with numbers, most scholars observe the following rules:
❑ Use Arabic numerals for volumes, books, parts, and chapters of works; acts, scenes, and lines of plays; cantos, stanzas, and lines of poetry.
❑ Use Arabic numerals to express all numbers ten and above (13; 2,346; the 18th experiment; the expected 40%). Write as Arabic numerals any number below ten that cannot be spelled out in one or two words (e.g., 41/2 or 9.555).
❑ In using numbers that indicate a range, give the second number in full for numbers through 99 (e.g., 4-8, 16-23, 80-99). In APA, when using three digits or more, give all numbers (e.g., 120-320, 345-1450).
❑ Place commas between the third and fourth digits from the right, the sixth, etc. (e.g., 2,400; 5,000,000). Exceptions are page and line numbers, addresses, the year, and zip codes.
❑ Use the number 1, not the lowercase letter I or the uppercase letter I.
❑ In the following cases, use words to express numbers in your text:
❑ Numbers less than ten not used in measurements: five soldiers, six research papers.
❑ Common fractions: one-fourth of the student body, a one-third majority.
❑ Any number beginning a sentence: Three bulls galloped down the street.
❑ 0 and I when used alone: He had zero dollars left; only one answer counted (but I out of 15 patients improved).
❑ Combine words and numerals for large numbers: He retired with an income of $5 billion.
h. Using the right tense
Verb tense differentiates the APA paper from MLA or CMS papers. Whereas the MLA or CMS paper usually refers to cited works in the present tense ("Williams's book on style suggests that ..."), the APA paper refers to cited works in the past or in the past perfect tense ("The interviews by Beckwith showed that. . . ," or, "Wilson and Fernando have suggested that ..."). However, the APA paper uses the present tense in discussing the results of a study ("Bernard's study concludes ... ," or, "This kind of therapy offers hope for children afflicted by autism because ...").

Figure 10-4 Sample line graph

Figure 10-5 Sample drawing

Figure 10-6 Sample map

Figure 10-7 Sample bar graph

Figure 10-8 Sample graphic illustration
i. Bibliography (titled "References")
The bibliography appears on a separate page at the end of your paper, under the centered heading "References." APA uses hanging indentation for bibliographic entries. For a sample "References" entry and page, see Figure 10-1 and the APA student paper in Chapter 12.

Peer review checklist
Because two pairs of eyes usually are better than one, ask another student with good writing skills to go over your paper for clarity, consistency, focus, and mechanics. Here is a checklist the peer reviewer can use:
PEER REVIEW CHECKLIST

NOTE: Just before you print out your final copy, always run the spelling checker too.

Submitting your paper electronically
Some instructors allow students to submit papers electronically-as an e-mail attachment, on a floppy disk, on a CD, or even on a web page. If you have the expertise to use any of those systems, always follow your instructor's directions carefully. Don't get so taken up by the allure of electronic publishing that you overlook your primary aim-to produce a readable paper.

J. Robert Oppenheimer, an American physicist, directed the development of the first atomic bomb. On April 6, 1945, after being threatened by Japan, the U.S. dropped an atomic bomb on Hiroshima, Japan, causing widespread death and destruction. A second bomb was dropped on Nagasaki three days after Hiroshima, with devastating results. The neighborhoods of the bombed areas became contaminated with radioactive materials damaging to living tissue. In 1946, because of the cataclysmic possibilities of nuclear energy, the Atomic Energy Commission was created by the Atomic Energy Act. This body continues to be charged with the development and control of atomic energy. It is regarded as one of the world's most important watchdogs. Although nuclear energy can be used to increase society's urgent energy needs, it remains a threat to world stability.
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Footnotes and endnotes

Subsequent references in footnotes and endnotes

Electronic sources

Finished form of the paper

Peer review checklist

Submitting your paper electronically

1. What is the difference between a footnote and an endnote? See 11a.
2. What is the difference in the format of an endnote and a footnote? See 11a-1.
3. What is the meaning of the Latin term ibid.? When is this term used in a CMS paper? See 11a-1, 11b.
4. Where in the text do I insert the superscript numeral that indicates the presence of a footnote or endnote? See 11a-2.
5. How do I document a double reference-a quotation within a cited work-under the CMS system? See 11a-3, 11a-4, 11-b.
6. How do I footnote a reference to a periodical? See 11c.
7. How do I document subsequent references in the CMS format? See 11b.
8. How does the CMS system document electronic sources? See 11c.
9. Does the CMS format require an abstract? See 11d.
10. Is there a difference in the spacing of a footnote and an endnote? See 11d-2.

Footnotes and endnotes
The Chicago Manual of Style, from which the guidelines of this chapter are drawn, has functioned as an essential guide for writers, editors, and publishers since 1969. It covers everything aspiring authors need to know-from manuscript preparation and copyediting to composition, printing, and binding. In this chapter we have extracted the rules of CMS for writing research papers using footnotes or endnotes. Instructors in the fine arts, history, philosophy, religion, and theology may require this traditional style of note documentation. Be sure to check with your instructor to find out which style you are expected to follow.
Notes-whether footnotes or endnotes-serve two purposes in a research paper: (1) They acknowledge the source of a summary, paraphrase, or quotation; and (2) they add explanatory comments that would interrupt the flow of the text. Explanatory notes are often called content notes (see 9c).
Some instructors want notes to appear at the bottom of the page on which a source is cited (footnotes); others prefer that all notes appear in a separate listing at the end of the paper (endnotes).
NOTE: Papers using endnotes or footnotes do not require a bibliography unless the instructor specifies one.
The examples in this section follow CMS guidelines for documentation. It is possible that your instructor will want you to use a documentation style that differs in some ways from these examples. To avoid extra work, consult your instructor before presenting your paper in its final form.
11a-1 Formatting of notes
The format for footnotes is shown in Figure 11-1. Figure 11-2 shows the format for endnotes. Remember that the endnotes are grouped together at the end of the paper.
Endnotes should be prepared as follows:
❑ Begin the endnotes on a new page with the heading "Notes" (centered).
❑ Indent the first line of each note five spaces or one-half inch. Subsequent lines should be flush with the left margin.
❑ Number each note consecutively, with a space after the number. Use a full-sized number followed by a period.
❑ Double-space throughout the list, and number all pages.
A partial endnote page can be seen on page 229.

Figure 11-1 Format for CMS footnotes

Figure 11-2 Format for CMS endnotes
Notes
1. Edith Hamilton, "Comparing Sophocles to Aeschylus," Readings on Sophocles, ed. Bruno Leone and Scott Barbour (San Diego: Greenhaven, 1997), 78-81.
2. Richard Lacayo, The Deadly Hunt," Time, 14 January 2002, 20-24.
3. Hamilton, "Comparing Sophocles," 85.
4. William Zinsser, On Writing Well (New York: Harper & Row, 1980), 35.
5. Ibid., 39.
6. Ibid.
NOTE: The Latin term Ibid. ("in the same place"), not underlined or italicized, and followed by a comma and a page number, may be used when you cite the same work again immediately. If the page number is the same, use Ibid. alone (see examples above).
11a-2 Rules for numbering the notes
In the text, use elevated (superscript) numbers for note references. (See the font menu in your word-processing software.) All notes should be numbered consecutively throughout the paper (1, 2, 3, and so on). Most word processors do the numbering automatically.
Note numbers are not followed by periods or enclosed in parentheses. They follow all punctuation marks except the dash, with no space before the number.
Whenever possible, the note should come at the end of a sentence. Numbers set between the subject and verb in a sentence are distracting. The primary rule: Place the note number as near as possible to the end of cited material.


If you use a quotation, the note number should always follow the quotation, whether the quotation is short and run into the text or long and set off from the text.


But if cited material is followed by material quoted or paraphrased from another source, then each note should be placed immediately after the material to which it refers:
Whereas Herbert Read suggests passive resistance as the weapon of those who despair of justice,"14 Ralph Templin warns that nonviolence must never overlook evil for the sake of peace
In this example, note 14 cites quoted material from one source, and note 15 cites paraphrased material from another reference.
Finally, never place notes immediately after an author's name, or immediately after the verb or colon that introduces a documented passage. Instead place the note at the end of the quotation or sentence:



11a-3 Sample footnote references to books
The accepted format for footnotes (or end notes) consists of the following: the author's name in normal order, the title of the work in italics or underlined, full publication information within parentheses, and appropriate page numbers. The first line of the note is indented five spaces or one-half inch.
The examples of the most common notes given below do not anticipate every kind of citation. If you need to cite a source for which this book provides no model, use your common sense, bearing in mind that the purpose of documentation is to allow a reader to reconstruct your research and thinking. The prime requirement is that you provide enough information to enable a reader to locate any cited source.
All the examples are given in footnote format, with single-spacing. They easily can be converted to endnotes by double-spacing within each note and between notes. Study each entry carefully to determine the proper punctuation, spacing, and use of italic or underlining. We prefer italics, but consistency is the important rule. Don't mix underlining with italics.
a. Single author
1. Lester D. Langley, The Americas in the Age of Revolution: 1750-1850 (New Haven: Yale University Press, 1996), 87.
b. More than one author
2. John C. Bollens and Grant B. Geyer, Yorty: Politics ofa Constant Candidate (Pacific Palisades: Palisades, 1973), 73.
For up to three authors, list each author exactly as the name appears. The first and second names are followed by a comma, the second and third names by a comma plus the word and. For more than three authors, give the name of the first author followed by et al., with no comma in between. (See lla-4.)
c. Work in several volumes or parts
In a reference to a multivolume work in its entirety, state the number of volumes after the title:
3. T. Walter Wallbank and Alastair M. Taylor, Civilization Past and Present. 2 vols. (New York: Scott, 1949).
Because the reference is to the entire work, no page is cited.
If the reference is to a specific page in a specific volume, the number of volumes is still given after the title. Then the volume number is listed again in Arabic numerals after the facts of publication, separated from the page number(s) by a colon:
4. T. Walter Wallbank and Alastair M. Taylor, Civilization Past and Present, 2 vols. (New York: Scott, 1949), 2:217.
For multivolume works published over a number of years, show the total number of volumes and the range of years as well as information on the specific volumes used:
5. LeRoy Edwin Froom, The Prophetic Faith of Our Fathers, 4 vols. (Washington: Review and Herald, 1950-1954), 1:16-17.
For individual volumes of a multivolume work with separate titles, use the following format:
6. Paul Jacobs, Saul Landen, and Eve Pell, Colonials and Sojourners, vol. 2, To Serve the Devil (New York: Random House, 1971), 37-39.
d. Collections: Anthologies, casebooks, and readers
For a work included in a casebook, anthology, collection of essays, or the like-that is, a collection of different pieces by different authors-use the following format:
7. Eudora Welty, The Wide Net," in Story: An Introduction to Prose Fiction, ed. Arthur Foff and Daniel Knaff (Belmont, CA: Wadsworth, 1966), 166.
e. Double reference-a quotation within a cited work
Use the following form to refer to a quotation in a cited work:
8. Lin Piao as quoted in Jean Daubier, A History of the Chinese Cultural Revolution, trans. Richard Seaver (New York: Random House, 1974), 83.
f. Edition
The word edition can mean three different things: (1) a revised printing of a work, (2) a collection of items edited by one or several authors, or (3) the edited version of one or more works by an editor or editors. The proper forms to use in each of these cases are as follows:
(i) Revised edition
9. Porter G. Perrin and Jim W. Corder, Handbook of Current English, 4th ed. (Glenview, IL: Scott, 1975), 304-305.
In this note ed. means "edition."
(ii) Edited collection
10. Charles Clerc, "Goodbye to All That: Theme, Character and Symbol in Goodbye, Columbus," in Seven Contemporary Short Novels, ed. Charles Clerc and Louis Leiter (Glenview, IL: Scott, Foresman, 1969), 107.
The reference here is to an editorial critique of one of the novels in the collection. And here ed. means "edited by"
(iii) Work of an editor
11. Hardin Craig and David Bevington, eds., The Complete Works of Shakespeare, rev. ed. (Glenview, IL: Scott, Foresman, 1973), 31-38.
Because the reference is to the editorial work of Craig and Bevington, the names of the editors are listed in place of the author's. But when the paper deals with the work of the original author rather than with the work of an editor or translator, the author's name must be listed first:
12. Sylvia Plath, Letters Home, ed. Aurelia Schober Plath (New York: Harper & Row, 1975), 153-154.
g. Translation
13. Benvenuto Cellini, Autobiography of Benvenuto Cellini, trans. John Addington Symons (New York: Washington Square, 1963), 75-79.
11a-4 Sample footnotes for periodicals
The format for periodicals varies somewhat. The following are typical formats. Notice that the title of an article is always placed within quotation marks, but the title of the periodical is italicized or underlined (don't mix italic and underlining in a paper).
a. Anonymous author
Many periodical articles are written by unidentified correspondents:
14. "Elegance Is Out," Fortune, 13 March 1978, 18.
b. Single author
15. Matt Rees, "Showdown," Time, 17 December 2001, 46-50.
c. More than one author
16. Clyde Ferguson and William R. Cotter, "South Africa-What Is to Be Done?" Foreign Affairs 56 (1978): 254.
The format of a citation to a multiple-authored magazine article is the same as for a multiple-authored book. For three authors, list the names of the authors exactly as they appear in the article. Separate the first and second names by a comma, and the second and third by a comma followed by the word and. For more than three authors, list the name of the first author followed by et al. with no comma in between.
d. Journal with continuous pagination in the annual volume
17. Anne Paolucci, "Comedy and Paradox in Pirandello's Plays," Modern Drama 20 (1977): 322.
Because there is only one page 322 throughout volume 20 (1977), it is unnecessary to add the month.
Nor Use a colon before the page numbers of a journal, but a comma before page numbers of magazines or books.
e. Journal with separate pagination for each issue
Addition of the month is necessary because each issue of these journals is paged anew, so every page occurs in all issues of every volume:
18. Claude T. Mangrum, "Toward More Effective Justice," Crime Prevention Review 5 (January 1978): 7.
Some journals use numbers to distinguish different issues. The following example refers the reader to issue 4 of volume 20. Follow the style of the individual journal.
19. Janet Stevenson, "Before the Colors Fade: The Return of the Exiles," American Heritage 20, no. 4 (1969): 24.
The journal cited in the next footnote is published quarterly and in volumes that do not coincide with the year. Adding the season of publication makes the source easier to locate.
20. Robert Brown, "Physical Illness and Mental Health," Philosophy and Public Affairs 7 (Fall 1977): 18-19.
NOTE: CMS capitalizes seasons used in place of a month or issue number.
f. Monthly magazine
21. John L. Eliot, "Polar Bears in Hot Water," National Geographic, December 2005, 48-57.
Sometimes the page reference to a magazine is split because the article begins on one page and continues many pages later, to another. In that case the page references would look like this: 100, 140-141.
g. Weekly magazine
22. Mark Singer, "I Pledge Allegiance," New Yorker, 26 November 2001, 54-61.
h. Newspaper
23. Thomas Elias, New Machines Lead to New Election Distrust," Chico (CA) Enterprise Record, 6 September 2006, p. 8A, cols. 2-3.
Listing the columns as well as the page makes the article easier to locate, but listing the column(s) is optional.
NOTE: If the first word of a newspaper's title is an article, the article is deleted. For example, The Wall Street Journal becomes Wall Street Journal.
24. Jim Mann, "East and West Still Divided Despite Summit," Los Angeles Times, 1 November 1997, Valley edition, sec. Al, p. 9.
Supply the edition or section when available.
i. Editorial
Signed:
25. William Futrell, The Inner City Frontier," editorial, Sierra 63, no. 2 (1978): 5.
Unsigned:
26. "Criminals in Uniform," editorial, Los Angeles Times, 7 April 1978, sec. B2, p. 6.
Listing the section as well as the page makes this newspaper article easier to locate.
j. Letter to the editor
27. Ellen B. Cutler, letter to the editor, Vanity Fair, June 1997, 50.

Subsequent references in footnotes and endnotes
Subsequent citations to an already-identified source are given in abbreviated form. The rule is to make subsequent citations brief but not cryptic. Ordinarily the author's last name and a shortened title, followed by a page number, will do.
First reference:
1. John W. Gardner, Excellence (New York: Harper & Row, 1961), 47.
Subsequent reference:
3. Gardner, Excellence, 52.
If two or more sequential references cite the same work, use Ibid. and insert the correct page numbers:
5. Gardner, Excellence, 83.
6. Ibid., 198.
If two of the cited authors share the same last name, subsequent references should supply the full name of each author:
7. Henry James, Substance and Shadow, 10.
8. William James, Pragmatism, 23-24.
For a subsequent reference to an anonymous article in a periodical, use a shortened version of the title.
First reference:
9. The Wooing of Senator Zorinsky," Time, 27 March 1978, 12.
Subsequent reference:
10. "Zorinsky," 13.
For subsequent references to unconventional or special sources, you may need to improvise.

Electronic sources
CMS acknowledges that a massive volume of documents exists on computer systems but has to date offered no guidelines for citing these sources-a lack applauded by many instructors who think electronic sources too unreliable to be used in a formal research paper. CMS suggests that you consult the International Standards Organization (ISO) for uniform standards and guidelines if you wish to cite electronic sources in your papers. This organization stresses consistency, but it also allows individual discretion in the choice of punctuation used to separate elements. If your instructor insists on using the standards of CMS, ask about the documentation of electronic sources.
If the final decision is left up to you, we suggest you consult the MLA guidelines in 9b-6 and 9b-7 for the elements of electronic source notes, and put the information into CMS note style. For example, here is the CMS version of the 9b-7k reference to an online book:
1. Elna C. Green, Southern Strategies: Southern Women and the Woman Suffrage Question (Chapel Hill: University of North Carolina Press, 1997), http:// www.questia.com/PageManagerHTMLMed iator.gst?action=open PageViewer &docld=8033348 (accessed 3 January 2005).
Here is the CMS version of the 9b-7o reference to an online journal article:
2. Scot Peterson, "Business: The Smaller the Better," ZDNet News, 18 December 2001, http://www.zdnet.com/zdnn/stories/comment/ 0,5859,2833529,00.html (accessed 5 January 2002).
NOTE: Information on citations to electronic documents may be requested from the ISO at the following address:


Finished form of the paper
No matter what documentation system you use, it is a universal requirement that research papers be neat and clean and printed out unless you have some special excuse approved by your instructor that compels you to submit handwritten work. Before you submit a final version of your paper, you should make sure that you have complied with all your instructor's formatting requirements.
Your paper should be double-spaced and written in paragraphs with the first line indented five to seven spaces. It should use one-inch margins all around. The pages should not be stapled or bound, but should simply be held together by a paper clip. CMS requires no title page, but on the first page, indented 1 inch from the top with type flush against the left margin, put your name, the name of your professor, the class for which you've written the paper, and the date of writing. See Figure 11-3 and the sample student paper in 12c.

Figure 11-3 Opening page, CMS format
11d-1 Abstract
CMS does not require an abstract.
11d-2 Pagination and text format
Number pages, including the first, consecutively in the upper right-hand corner of the paper. Use Arabic numerals (1, 2, 3). The numbers are part of the headers. CMS uses your last name followed by a space and the page number. No hyphens, parentheses, periods, or other characters follow the numbers. Endnotes begin on new pages but are numbered in sequence from the body of the paper (similar to the MLA student paper in 12a). Use lowercase roman numerals (i, ii, iii) to paginate the outline (if required by your instructor) and any other material that precedes the body of the paper. The CMS title page (if required) is not numbered but is counted as "i" if an outline follows, as "1" if no outline follows. If the title page is not separate, then CMS counts the front page as "L"
❑ Margins: Allow one-inch margins all around. Use a ragged right margin: Do not justify the text.
❑ Spacing: Double-space the text, including quotations. Footnotes are doublespaced between notes but single-spaced within; endnotes are double-spaced throughout (see Figures 11-1 and 11-2).
❑ Font: CMS recommends an easy-to-read font such as 12-point Times Roman.
❑ Paragraphing: Use normal paragraphing throughout the paper, with a five-space or half-inch indentation at the start of new paragraphs. Also indent long quotations-without quotation marks.
❑ Headings: If your paper contains sections, use headings either centered on the page or aligned with the left margin. Underline but do not capitalize headings. Separate headings from the last line of the previous section by quadruple-spacing.
NOTE: A heading should always have at least two lines of text following it. If not, start the heading at the top of the next page.
11d-3 Content or reference notes
Footnotes or endnotes and their use as explanatory or source notes are discussed in detail in I Ia. This section summarizes how to incorporate them in your paper.
Use elevated (superscript) numerals in the text to refer to content notes or source notes, whether the notes appear as footnotes or endnotes. When possible, the numbers should come at the end of a sentence, after the punctuation mark. CMS recommends that the superscript within the text be in small font. But more important than conventional placement or size is that the reader know to what the note refers. (See lla-2 for more on placing superscript numerals.)
Start each footnote at the bottom of the page on which its reference number occurs, unless otherwise indicated by your instructor. Indent the first line of each note five spaces or one-half inch; second and subsequent lines align with the left margin. CMS prefers a full-sized number followed by a period. See Figure 11-1.
If you are using endnotes, as CMS allows, follow this style:
1. Begin notes on a new page at the end of the text.
2. Write the word "Notes," centered and placed one inch from the top of the page.
3. Indent the first line of each note five spaces or one-half inch. For CMS use an Arabic numeral, followed by a period.
4. Double-space the endnotes.
5. Quadruple-space between the heading and the first note.
See Figure 11-2.
11d-4 Illustrations: Tables and figures
Papers in many fields use tables, graphs, charts, maps, drawings, paintings, photographs, and other illustrations. A table presents information systematically, usually in columns, and is always labeled "Table." Any other kind of illustration is labeled "Fig." or "Figure." The general rule is that illustrations should appear as close as possible to the part of the text they illustrate. Or if the material requires an entire page, it should be placed in an appendix.
a. Tables
Tables should be titled and numbered in Arabic numerals above the table. Capitalize only the word "Table" and the first word of the title. Do not use all capital letters. Place the table source and accompanying notes flush left at the bottom of the table. If you don't list a source, a reader will assume that the table is your original work. Indicate notes to tables with superscript letters (lowercase) or symbols (asterisks and daggers) to avoid confusion with notes to the text. (Use one or the other consistently.) Figure 11-4 (page 240) shows a sample table.
b. Other illustrative materials
Other illustrations should be labeled "Fig." or "Figure" and numbered with Arabic numerals: Figure 3. Give each figure a title. Capitalize only the first letter of the title and any proper noun. Place the title under the illustration:
Fig. 12. The development of the Syrian alphabet
Put any notes and the source flush left immediately below the caption. If no source is cited, a reader is going to assume that the illustration is your original work. Indicate notes to illustrations with superscript letters or symbols to avoid confusion with other note numbers in the text.
If your illustrative material takes up a good share of the page, you may choose to place it on a separate page titled `Appendix." In your text you would simply write "See appendix." On the appendix page, center the word `Appendix" and place the illustration under it.

Figure 11-4 Sample table
11d-5 Use of numbers
In dealing with numbers, most scholars observe the following rules:
❑ Use Arabic numerals for volumes, books, parts, and chapters of works; acts, scenes, and lines of plays; cantos, stanzas, and lines of poetry.
❑ For a nontechnical subject, generally spell out numbers one through one hundred, and use numerals for 101 and up, with the exception of larger round numbers (four hundred, two hundred million).
❑ For technical and number-intensive topics, use Arabic numerals to express all numbers ten and above.
❑ In both the technical and nontechnical styles, write as Arabic numerals any number below ten that cannot be spelled out in one word (e.g., 41/2 or 9.555).
❑ In using numbers that indicate a range, give the second number in full for numbers through ninety-nine (e.g., 4-8, 16-23, 80-99). In the CMS format, when using three digits or more, cite only the last two in the second number unless more digits are needed for clarity (e.g., 65-197, 120-30, but 3877-3906; also, 101-8).
❑ Place commas between the third and fourth digits from the right, the sixth, etc. (e.g., 2,400; 5,000,000). Exceptions are page and line numbers, addresses, the year, and zip codes.
❑ Use the number 1, not the lower-case letter l or the upper-case letter I.
❑ In the following cases, use words to express numbers in your text:
❑ Numbers less than ten (or 101 in nontechnical papers) not used in measurements: five soldiers, six research papers.
❑ Common fractions: one-fourth of the student body, a one-third majority.
❑ Any number beginning a sentence: Three bulls galloped down the street.
❑ 0 and I when used alone: He had zero dollars left; only one answer counted (but I out of 15 patients improved).
❑ Use words for large numbers: He retired with an income of five billion dollars.
11d-6 Bibliography
CMS does not require a separate bibliography since all the publication details on a source are given in the footnotes or endnotes.

Peer review checklist
Because two pairs of eyes usually are better than one, ask another student with good writing skills to go over your paper for clarity, consistency, focus, and mechanics. Here is a checklist the peer reviewer can use:
PEER REVIEW CHECKLIST

NOTE: Just before you print out your final copy, always run the spelling checker too.

Submitting your paper electronically
Some instructors allow students to submit papers electronically-as an e-mail attachment, on a floppy disk, on a CD, or even on a web page. If you have the expertise to use any of those systems, always get your instructor's approval and directions. If you are interested in creating an electronic paper, talk with your instructor about the institutional support available for the process, and make sure you keep on schedule.

There is a rich, complex history underlying the invention of the computer and the development of cyberspace. In 1930, Vannevar Bush built the first general-purpose analog computer, and in 1944, Howard Aiken built the first digital computer. These two computers were followed by the Electronic Numerical Integrator and Computer (ENIAC), which used thousands of electron tubes that were eventually replaced by transistors. Later, Bill Gates and associates were credited for developing Microsoft Windows, and Steve Jobs and Steve Wozniak were recognized as being the pioneers behind the creation of the Apple computer. These-and many more-steps in the development of the computer have resulted in a device that is increasingly more compact, easier to use, and more capable of completing complex calculations while storing, retrieving, and processing data. The Internet, for its part, has been evolving and growing by leaps and bounds since the 1960s. Today, most college students cannot remember the days when typewriters and library stacks were the foundation of college research papers. Instead, the focus has shifted to cyberspace, allowing today's researchers to access a vast cyber-storehouse of information from the comfort of their own homes or a single library carrela boon that early writers never imagined.
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Paper using author-work documentation (MLA)

Paper using author-date documentation (APA)

Paper using footnote documentation (CMS)

Paper using author-work documentation (MLA)
In the upper left-hand corner of the page, place your name, your instructor's name, the name of your course, and the date on which you submitted the paper.
Do not italicize the title of your paper. Give page numbers in the upper right-hand corner. Precede the page number with your last name. Use the header feature of your word processor if it has one.
The best place for your thesis statement is the last sentence of your opening paragraph, as in this student paper.
This paper follows the MLA style, which calls for double spacing throughout the paper. MLA does not require a separate title page.

Indent all paragraphs 5 spaces or 1/2 inch.
Dialogue is placed within quotation marks, and the words of each speaker are indented five spaces as in a paragraph.
Follow the MLA style of parenthetical citation in the text of your paper. The period follows the parenthetical reference.

Titles of books are italicized.
The superscript on this page and the following pages are referenced on a separate page titled "Notes," at the end of the paper. Alternatively, footnotes could be placed at the bottom of the page (see 9c).

To save space, the source title is abbreviated.
Brief quotations must be referenced in parentheses placed at the end of the sentence in which the quotation appears.

When a work has more than three authors, name only the first and add et al. for and others."
If what you quote or paraphrase is itself a quotation, put the abbreviation qtd. in for "quoted in" before the indirect source you cite in your parenthetical reference.



The final paragraph neatly wraps up the argument provided in the thesis of the opening paragraph.

Content notes are gathered on a new page at the end of the paper under the heading "Notes." Each note must correspond to a superscript in the body of the paper. Number the note pages as if they were part of the paper. Doublespace throughout the page.

"Works Cited" must begin on a new page and is double-spaced throughout. Note that MLA stipulates that authors cited be listed by first name and an initial unless the author is listed otherwise in the original source.
Entry for an electronic source.
Each entry begins with a hanging indentation (5 spaces or 1/2 inch) for second and subsequent lines.
Entry for another electronic source. Entry for a work with two authors.


Paper using author-date documentation (APA)
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Page header, including a shortened version of the running header, followed by the page number.
Running head, written in capital letters, should not exceed 50 characters, counting everything from spaces to punctuation.
Full title of paper.
Student author's byline (your name).
Name of class for which the paper is written.
Name of college or university and the city in which it is located.

The abstract should be no longer than three-fourths of a page. It should state the problem presented, the observations made (including examples), and the solutions proposed. Center the word "Abstract" on the page.

Full title of the paper.
The purpose of this paper is stated in one full sentence at the end of the first paragraph. This sentence is also the thesis of the paper.
Notice that the paper uses the correct APA tense. The opening sentence of the paragraph uses the present tense ("does exist") to indicate a conclusion, but past perfect tense in citing references ("Some studies have shown .. "Other studies have found ..."). This paragraph begins to answer the question of why students from poverty cannot take hold of the educational opportunities offered them.

The parenthetical reference includes the last name of the author, followed by a comma and the date of publication. All references must be cited in correct APA form.
Notice that scientific papers rely heavily on studies conducted in the field.
When two authors are cited in parentheses, the names are connected with an ampersand.

A page number accompanies the quotation. This reference is to ERIC ("Educational Resources Information Center"), a clearinghouse for articles and reports, and often used by psychologists. Giving the page number will assist the reader in locating the source.

When referencing a quotation, the period is placed after the closing parenthesis.

The words one of the biggest factors" indicate that at this point the paper focuses on one of the most difficult problems facing children from poverty. This transition adds readability through coherence.

Long quotations are set apart by indentation. No quotation marks are needed.

By asking a question at this point, the paper begins to offer solutions to the problems presented.
Since the name of the author is given in the text, only the date of publication appears in parentheses.



The paper ends with the writer's personal opinion on what she has gained from her research.

The references begin on a new page, with the title "References" centered on the page. Notice that the pagination continues.
Citation for a weekly magazine article.
Citation for a book.
Citation for ERIC. The specific number of the ERIC report must be given.
The APA style requires that authors be listed by their last names, followed by a comma and the authors' initials.

Citation for an electronic source from the Internet.
Citation for a journal article by two authors.
Citation for a journal.


Paper using footnote documentation (CMS)
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CMS requires no title page.
The student uses a regular number followed by a period-CMS format-rather than the superscript and no period that MLA prefers. Notice also that legal case names are italicized, including the v.

The running head (student's surname) is followed by a page number, the style recommended by MLA.

CMS allows the use of p. orpp. before page numbers if you choose to use them, but be consistent.


List of Complications Julius Louis
❑ The instructor's help: I find that when I write a paper for a professor that I like, I do better work. In this case, I really liked my professor and thought him a very good teacher. He allowed us to choose our own topics, and he was very informative and helpful in helping us make the right choice.
❑ Choosing a sequence: The most difficult task for me when I write a paper is choosing the right sequence of topics and subtopics to cover. I don't know why I find this so difficult, but I'm constantly juggling subtopics and points as I write. Eventually everything comes out more or less the way I want it to, but only after much effort.
❑ The audience: Another point of difficulty when I write is to see beyond the professor as the audience. I'm aware that I am writing for the professor but that I should be writing for any informed and intelligent reader. Sometimes I tend to tailor my work to fit the professor I'm writing for, which is not a good tactic. It may work in this specific instance, but overall it is better for my development as a writer if I aim my writing at an educated audience.
❑ Balance: I get carried away sometimes in my passion for my topic, which leads me to ignore the other side of the argument and write an unbalanced paper. In this particular paper, my passionate anticorporate stance began leading me astray very early on and forced me to revise what I had written. This is definitely one of my weaknesses as a writer.
❑ The title: Finally, there's the problem of finding a good title. I always have trouble with titles and have learned never to title an essay too early. Sometimes the best titles occur to me when I'm on my way to drop off the paper at my professor's office, when it is too late. Oh, well, I guess every writer has problems.
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A8 Abbreviations
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Numbers and dates
The rule of thumb on the use of numbers is this: Use a numeral only if the number cannot be spelled out in two words or less. MLA and APA prefer that numbers from one to nine be spelled out and that numerals be used for all numbers 10 and above. CMS suggests spelling out numbers through one hundred. For the Roman numeral one, use a capital I; for the Arabic numeral one, use the number 1 on your keyboard.
Dates and page numbers usually are not spelled out: Use November 19 or 19 November, and page 36. But spell out any number at the beginning of a sentence:


Or rewrite the sentence like this:

Al-a Percentages and amounts of money
According to MLA style, the use of numbers in percentages and amounts of money is governed by the rule above: Figures or amounts that can be written out in two words or less may be spelled out; otherwise, they must be expressed as numerals.
Both APA and CMS suggest that numerals should always be used for specific percentages or amounts of money:

Al-b Inclusive numbers
When using inclusive numbers-a range of pages, for example-give the second number in full for all numbers from I through 99. For numbers from 100 on, MLA suggests giving only the last two figures of the second number if it is within the same hundred or thousand:
4-5
15-18
106-07
486-523
896-1025
1860-1930
1860-75
1,608-774
13,456-67
13,456-14,007
APA and CMS tend to show all digits of the second number, in all cases.
Al-c Roman numerals
Use capital Roman numerals for major divisions of an outline (see 4b-1), and for people in a series-monarchs, for example-who share a common name:
Henry VIII, king of England
Do not use capital Roman numerals for volumes, books, and parts of major works, or for acts of plays.
Use lowercase Roman numerals for pages from prefaces, forewords, or introductions to books. Do not use lowercase Roman numerals for chapters of books, scenes of plays, cantos of poems, or chapters of books from the Bible.
Al-d Dates
Consistency is the prime rule governing the treatment of dates in the paper. Write either 19 November 1929 or November 19, 1929, but not a mixture of both. Month and year should look like this:
June 2007
All three styles prefer no comma between the month and year (or after the year in this construction).
Here are some other rules about dates:
❑ Use a number, not a word, for the day of the month:


❑ Centuries are expressed in lowercase letters: in the thirteenth century
❑ Add a hyphen when the century is used as an adjective: twelfth-century literature
seventeenth- and eighteenth-century philosophy
❑ Decades can either be written out:
during the thirties
or expressed in numerals:

❑ The term B.C. ("before Christ") follows the year; A.D. (anno Domini, "in the year of the Lord") precedes the year. The MLA recommends omitting the periods in these abbreviations; CMS advocates periods. In books these often print in a small-cap style of the text font, as in this paragraph, but you may type them in all capital letters.

NOTE: Use A.D. only when a discussion makes reference to a B.C. date.
❑ When using both a Western and a non-Western date, place one or the other in parentheses:
1912 (Year One of the Republic)
❑ Both in 1929-30 and from 1929 to 1930 are correct, as is from 1929-30 to 193940. However, do not write from 1951-72. Instead write from 1951 to 1972.

Titles
The rules that follow apply to titles used in your text. For how to handle titles in notes or the bibliography, consult the chapter (9, 10, or 11) on the style you are using. The APA, for example, has a special way of handling titles.
A2-a Titles in italic
Certain titles must be italicized (MLA, APA, and CMS) in your final copy:
Published books:
A Farewell to Arms
Plays:
The Devil's Disciple
Long poems:
Enoch Arden
Pamphlets:
The Biology of Cancer: A Guide to Twelve College Lectures
',o Again, these are in-text titles. APA style changes in documentation. Newspapers:
Los Angeles Times
but
Stoneham Gazette
yo Italicize only those words that appear on the masthead of the paper. Magazines and journals:
U.S. News & World Report
Shakespeare Quarterly
Classical works:
Plutarch's Parallel Lives
Films:

NOTE: APA capitalizes all words of four or more letters in in-text titles.

Television and radio programs:
60 Minutes (CBS)
The Music of Your Life (KNXT)
Ballets:
The Sleeping Beauty
Operas:
Carmen
Instrumental music listed by name:
Brahms's Rinaldo
NOTE: Instrumental music listed by form, number, and key is not italicized
Brahms's Piano Concerto no. 1, opus 15 in D minor
Paintings:
Regnault's Three Graces
Sculptures:
Michelangelo's Madonna and Child
Ships:


Aircraft:
the presidential aircraft Air Force One
NOTE: An initial A, An, or The is italicized, and capitalized when it is part of the title:
The Grapes of Wrath
The full title of Henry James's work is The Portrait of a Lady. But after the use of the possessive case, you would delete an initial A, An, or The in a title:
Henry James's Portrait of a Lady
A2-b Titles in quotation marks
The following titles should be placed in quotation marks.
Short stories:
"The Black Cat"
Short poems:
"The Road Not Taken"
Songs:
"A Mighty Fortress Is Our God"
Newspaper articles:
"It's Drag Racing without Parachutes"
NOTE: APA would capitalize without.
Magazine or journal articles:
"How to Cope with Too Little Time and Too Many Meetings"
NOTE: APA would capitalize with.
Encyclopedia articles:
"Ballet"
Subdivisions in books:
"The Solitude of Nathaniel Hawthorne"
Unpublished dissertations:
The Local Communications Media and Their Coverage of Local Government in California"
NOTE: Published dissertations are treated like books.
Lectures:
"The Epic of King Tutankhamen: Archaeological Superstar"
Television episodes:
"Turnabout," from the program The World of Women
Sacred writings, series, editions, societies, conventional titles, and parts of books are not italicized and are not enclosed in quotation marks.
Sacred writings:

Series:
Masterpiece Theatre
the Pacific Union College Lyceum Series
Editions:
the Variorum Edition of Spenser
Societies:
L'Alliance francaise
the Academy of Abdominal Surgeons
Conventional titles:
Kennedy's first State of the Union Address
Parts of books:

table of contents
appendix
chapter 5
An exception is that APA capitalizes Table and Figure:

Figure 4
A2-c Titles within titles
If a title enclosed by quotation marks appears within an italicized title, the quotation marks are retained. If an italicized title appears within a title enclosed by quotation marks, the italic is retained:


In all styles, use single quotation marks with a title requiring quotation marks that appears in another title also requiring quotation marks:

A title that normally would be italicized but that appears as part of another title is neither italicized nor placed in quotation marks. For example, the title of the book The Great Gatsby usually would be italicized. But when the title forms part of the title of another book-for example, A Study of The Great Gatsby, only A Study of is italicized:
A Study of The Great Gatsby
A2-d Frequent references to a title
If you refer to the same title throughout your paper, use the full title at first mention and then use a shortened title in subsequent references. In shortening the title, always use a key word. Use the same method for book titles:
Return (for Return of the Native)
Tempest (for Tempest in a Teapot)
and for titles in quotation marks:
"Bishop" (for The Bishop Orders His Tomb at Saint Praxis")
For the citation of titles in subsequent references in notes, see IIb; for the use of acronyms, see A8-b, c.

Italic and underlining
The tradition in typewritten work was to use underlining to indicate italic (typewriters can't italicize). But with the popularity of the computer and word-processing programs has come a preference for italics over underlining. MLA, APA, and CMS all now recommend italics.
❑ Italicize phrases, words, letters, or numerals cited as linguistic examples:
One cannot assume that the Victorian word trump is an amalgamation of tramp and chump.
❑ Italicize foreign words in English texts:
It seems clearly a case of noblesse oblige.
He used the post hoc ergo propterhoc fallacy.
NOTE: Exceptions to the rule include quotations entirely in another language, titles of articles in another language, and words anglicized through frequent use, such as detente, laissez-faire, gestalt, and et al. In papers d ealing with the arts, foreign expressions commonly used in the field-hubris, mimesis, leitmotif, pas de deux, for example-should not be italicized.
❑ Use italic sparingly (if at all) for emphasis.
See A2-a for the use of italic in titles.

Names of people
❑ In general, omit formal titles (Mr., Mrs., Miss, Ms., Dr., Professor) when referring to people, living or dead, by their last names. However, convention dictates that certain people be referred to by title:
Mme de Stael
Mrs. Humphry Ward
❑ It is acceptable to use simplified names for famous people:
Dante (for Dante Alighieri)
Michelangelo (for Michelangelo Buonarroti)
Vergil or Virgil (for Publius Vergilius Maro)
❑ It also is acceptable to use an author's pseudonym rather than the author's real name:
George Sand (for Amandine-Aurore-Lucie Dupin)
Mark Twain (for Samuel Clemens)
Moliere (for Jean-Baptiste Poquelin)
❑ The particles in foreign names (von, van, van der, de) usually are not included in surname-only references to people:
Frontenac (Louis de Frontenac)
Goethe (Hans Wolfgang von Goethe)
Ruysdael (Salman van Ruysdael)
NOTE: CMS generally retains the particle for names of people in English-speaking countries.
❑ But certain names keep the particle:
Van Dyck
de Gaulle
Von Braun
O'Neill

When in doubt about the spelling of a name, consult a biographical dictionary or encyclopedia. A practical source is the one-volume New Columbia Encyclopedia.

Hyphenating words
The hyphenation of words that end a line, formerly a tiresome chore, now is handled automatically by word processors. But writers still must cope with compound words that sometimes require hyphens and sometimes do not depending on how they are used:
She stepped up when her name was called.
Her job was on a stepped-up schedule.
If you're not sure whether or not to hyphenate words, check your dictionary.

Correct syllabification of words can be found in a dictionary.
❑ Never hyphenate a one-syllable word, such as "twelfth," "screamed," or "brought."
❑ Do not end or begin a line with a single letter:
a-mend, bur-y
❑ Make no division that might cause confusion in either the meaning or pronunciation of a word:
sour-ces, re-creation
❑ Divide hyphenated words only at the hyphen:
editor-in-chief, semi-retired
❑ Do not divide proper names, such as "Lincoln" or "Italy."
❑ Do not end several consecutive lines with a hyphen.

Spaces and punctuation marks
❑ Use just one space after all end punctuation marks.
❑ Separate the initials of personal names-which are always punctuated by a period-by one space:
A. A. Winkler
M. J. Fibiger
W. E. B. Du Bois
NOTE: Certain people are known by their initials, used without punctuation: JFK (for John F. Kennedy), FDR (for Franklin Delano Roosevelt).
❑ Use two hyphens to indicate a dash. No extra space before or after the hyphens:

❑ Within common abbreviations punctuated by periods, do not use a space after the first period:
i.e.
a.m.
See A8-a for a list of common abbreviations.
❑ Use a space before and after the slash that separates lines of a quoted poem: Last
❑ A hyphen takes no space before or after unless it is meant as a minus sign, in which case a space is used before and after. If the hyphen is meant to signify a negative number, then a space comes before but not after:
a self-made man
5x - 9x = -4x
❑ Use a single space after all other punctuation marks.

Foreign-language words
Words or phrases in a foreign language must be reproduced with all of their accent marks. If you have no accent marks in your program or on your keyboard, insert the accent by hand on the final copy of the paper. Pay special attention to the following:
❑ It is not necessary to accent the capital letters of French and Spanish words:
enormement
but
Enormement
or
ENORMEMENT
❑ For German words with the umlaut, use two dots instead of an e, even for initial capitals:
Uberhaupt, frohlich
not
Ueberhaupt, froehlich
❑ Proper names retain their conventional spelling:
Boehm, Durrenmatt
not
Bohm, Duerrenmatt
❑ Digraphs (two letters that represent one sound) can be printed without connection (ae, oe), can be written in by hand (a, ce) or can be connected at the top (ae, oe). In American English, the digraph ae is often abandoned:
archeology, medieval, esthetic
not
archaeology, mediaeval, aesthetic

Abbreviations
Following is a list of abbreviations commonly encountered in research. The MLA favors dropping periods whenever possible.
A8-a Commonly used abbreviations





A8-b The Bible
Use the following abbreviations in notes and parenthetical references; do not use them in the text (except parenthetically).
OLD TESTAMENT (OT)


SELECTED APOCRYPHAL AND DEUTEROCANONICAL WORKS


NEW TESTAMENT (NT)


SELECTED APOCRYPHAL WORKS

A8-c Shakespeare




A8-d Days and months

A8-e States and U.S. territories




y( CMS recommends using full names in text and allows traditional abbreviations in reference notes (e.g., Calif., Hawaii, Maine, Mass., N.Y., N.Dak.).
A8-f Publishers' names
Here are some guidelines for shortening the names of publishers:
❑ Omit articles (A, An, The), business abbreviations (Co., Corp., Inc., Ltd.), and words that describe the business (Books, House, Press, Publishers).'  When listing a university press, however, always leave the word Press or use the abbreviations U and P (MLA) because the university may publish independently of its press.
❑ If a publisher's name includes the name of one person (Alfred A. Knopf, W. W. Norton, William B. Eerdmans), list only the surname (Knopf, Norton, Eerdmans). If more than one surname is involved (Harcourt Brace Jovanovich; Farrar, Straus and Giroux; McGraw-Hill; Prentice-Hall), MLA lists only the first surname (Harcourt, Farrar, McGraw, Prentice).
❑ If the publisher's name is a well-known abbreviation-MLA or GPO, for example-MLA suggests you use it.
Below is a list of shortened versions of well-known publishers' names. Use it only as a guide, bearing in mind that a publisher can change its name or stop publishing even though its imprint remains on title and copyright pages.
CMS okays the use of "&" or "and" as long as you are consistent. We believe that most instructors support consistency in matters of style, such as italics versus underlining or "p.m." versus "P.M"


2. CMS spells out "Press"; "University" may be abbreviated (Univ.).

\o CMS and APA may use fuller forms of the publishers' names than the abbreviations listed.
For any publisher not listed above, use the guidelines for abbreviation offered at the beginning of this list.
A8-g Abbreviations
An acronym is a word formed from the initial letters of a name or title; for example, NATO and AIDS. Another type of abbreviation (called an initialism) is formed the same way but is pronounced as a series of letters instead of a word. We've used the initialisms MLA and APA throughout this book, for example, to abbreviate the names of the Modern Language Association and the American Psychological Association.
The first time you use any abbreviation in your paper, define it parenthetically:


Exceptions to this rule are words that are widely known in their abbreviated form, such as TV, AIDS, and IQ.

Spelling
Spelling matters. Always use your word processor's spelling checker. If in doubt, consult your dictionary. If the dictionary offers more than one way to spell a word, generally use the first but be consistent. The exception is when you are quoting. In that case you must retain the original spelling whether or not it is correct. Also be consistent about your use of hyphenation and accents throughout the paper. If you are using sources from a foreign language, be sure that you reproduce all accents and other marks exactly as they appear in the original.

We suggest that you keep a style sheet on which you note any special spelling or treatment of words that you have looked up. Such a style sheet will have two benefits: (1) You will be consistent, (2) you will not need to look things up several times.
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131 A list of general references
B2 A list of specialized references

A list of general references
This section lists common but useful general references. General references cover information available on a variety of subjects; specialized references cover information on specific subjects.
B1-a Sources that list books
The very best work on the part of diligent bibliographers cannot hope to produce a list of all the books currently in print. Still, many sources catalog the publication of books. The following are the prime sources for information about existing books.
(1) For books currently in print
Amazon.com: Earth's Biggest Bookstore. Seattle: Amazon.com, 1995-present. Online at www.Amazon.com (7 February 2007). A wonderful resource for locating currently available books and for finding a variety of book reviews, both professional and nonprofessional.
Books in Print (BIP). New York: Bowker, 1948-present. Also on microfiche. Published annually in September. Many vendors have mounted the tapes for BIP on their online systems.
Books in Print Plus. New York: Bowker Electronic, 1986-present. CD-ROM. Published bimonthly. A very helpful resource containing reviews of books.
Forthcoming Books. New York: Bowker, 1966-present. Published bimonthly.
(2) Bibliographies
Cumulative Book Index. New York: Wilson, 1908-present. Eleven issues published a year. A world list of books in the English language.
This appendix was updated by Deborah Anne Broocker, a reference librarian at Georgia Perimeter College, Dunwoody, Georgia. URLs were updated by Mary Fibiger.
A few library catalogs come closer to achieving bibliographic universality than do most other listings. The following union catalogs (alphabetized lists of the contents of more than one catalog or library) are the most pertinent sources for students:
National Union Catalog. New York: Rowan and Littlefield; Ann Arbor, MI: Edwards, 1958-1983. Published in five-year cumulations. Monthly, quarterly, and annual volumes published by Library of Congress.
National Union Catalog. Books. Washington, DC: Library of Congress, 1983present. Microfiche. Published monthly.
The National Union Catalog, Pre-1956 Imprints: A Cumulative Author List Representing Library of Congress Printed Cards and Titles Reported by Other American Libraries. 754 vols. London: Mansell, 1968-1981.
WorldCat. Dublin, OH: Online Computer Library Center (OCLC). Online at www .worldcat.org (29 March 2007). This union catalog of all materials cataloged by member libraries is the world's largest. Now available to the public through OCLC's FirstSearch, this database holds more than I billion records.
For information on incunabula-books published before 1501-see the following:
Stillwell, Margaret Bingham. The Beginning of the World of Books, 1450 to 1470; a Chronological Survey of the Texts Chosen for Printing during the First Twenty Years of the Printing Art, with a Synopsis of the Gutenberg Documents. New York: Bibliographical Society of America, 1972.
(3) Book industry journals
Publishers Weekly. New York: Bowker, 1872-present. Weekly record of books published in the United States. Semiannual issues announce books scheduled for publication.
(4) Indexes of book reviews
Book Review Digest. New York: Wilson, 1906-present. Published monthly (except February and July) with annual cumulations. Lists and digests book reviews from English-language periodicals. Helpful for finding reviews on older books.
Book Review Index. Detroit: Gale, 1965-present. Published three times a year with annual cumulation. Indexes book reviews.
B1-b Sources that list periodicals and newspapers
Since its beginning in the eighteenth century, periodical literature-whether published weekly, monthly, or in serial form-has become increasingly important for scholarly research, especially in fields where up-to-date information is crucial. Millions of articles are published annually, making a complete index nearly impossible. But the following sources about periodicals are especially useful.
(1) Directories
Ayer Directory of Publications. Philadelphia: IMS, 1880-1982. An annual list of newspapers and periodicals published in the United States. Organized geographically with indexes.
Editor & Publisher International Year Book. New York: Editor & Publisher, 1959present. Provides information on newspapers, advertising agencies, and syndicates, and other aspects of journalism in the United States, Canada, and other countries.
E. W. Scripps's International On-line Newspaper Listings. Athens, OH: Ohio University School of Journalism. Online at www.scripps.ohiou.edu/lasher/int-nwsp .htm (7 February 2007). Listings of daily newspapers from countries around the world that are available online.
Gale Directory of Publications and Broadcast Media. Detroit: Gale, 1990-present. Supersedes the Ayer Directory of Publications.
Ulrich's International Periodicals Directory. New York: Bowker, 1932-present. Supplemented by Ulrich's Update. The most commonly used listing of periodicals published worldwide.
Ulrich's Plus. New York: Bowker Electronic. CD-ROM. Published quarterly.
(2) Indexes
An index lists topics of periodical and newspaper articles, giving each article's title and bibliographic citation. William Poole, working with a group of dedicated librarians, compiled the first American index in 1802. His index is still in use, as are the other sources listed.
Academic Search Premier. Ipswich, MA: EBSCO, 1984-present. CD-ROM and online. Provides abstracts and indexing, as well as full text for more than 3,200 scholarly journals and general magazines. Audience is general, student, and research. Provides information on a broad range of subject categories. Access is usually through a library.
General Periodicals Index. Foster City, CA: Information Access. CD-ROM.
Index to U.S. Government Periodicals. Chicago: Infordata International, 1970-1987.
National Newspaper Index. Foster City, CA: Information Access, 1979-present. Indexes the New York Times, Wall Street Journal, Christian Science Monitor, Washington Post, Los Angeles Times, and others.
NewsBank. New Canaan, CT: NewsBank, 1970-present. Also on CD-ROM.
Poole's Index to Periodical Literature: An Alphabetical Index to Subjects, Treated in the Reviews, and Other Periodicals, to Which No Indexes Have Been Published. 1848. Rev. ed., 1882-1908.
Readers' Guide to Periodical Literature. Minneapolis: Wilson, 1901-present. Also on CD-ROM. This library standard is still in print; an augmented edition includes abstracts and full text.
Social Sciences & Humanities Index. New York: Wilson, 1966-1974. Split into Social Sciences Index and Humanities Index, the list continues from 1974 to the present.
UnCover: CARL Journal Database. Denver: CARL Systems. Online at www.ingenta .com (7 February 2007). A periodical index covering more than 17,000 multidisciplinary journals since 1988, including brief descriptive information for some articles.
U.S. Government Periodicals Index. Bethesda, MD: Congressional Information Service, 1994-present. Also on CD-ROM.
(3) Union lists
Union lists catalog and record the collections of periodical and newspaper titles available in various libraries. The following are among the most prominent union lists:
American Newspapers, 1821-1936: A Union List of Files Available in the United States and Canada. New York: Wilson, 1937. Catalog files of newspapers in nearly 6,000 libraries and private locations.
Brigham, Clarence Saunders. History and Bibliography of American Newspapers, 1690-1820. 2 vols. Worcester, MA: American Antiquarian Society, 1947. The best list for finding articles in old newspapers.
. History and Bibliography of American Newspapers, 1690-1820: Including Additions and Corrections, 1961. Worcester, MA: American Antiquarian Society, 1961.
LexisNexis Academic Universe. An online database that contains approximately 5,000 publications, all full text, including newspapers in English and many other languages. Coverage can go back twenty years. Other areas of coverage include public affairs and government publications. Access by subscription only or through a subscribing library.
Magazines for Libraries. New York: Bowker, 1969-present. Kept up to date with supplements. A standard reference for librarians and library users, with good annotations describing each publication.
Milner, Anita Cheek. Newspaper Indexes: A Location and Subject Guide for Researchers. Metuchen, NJ: Scarecrow, 1977-1982. Three volumes have been published so far.
Newspapers in Microform. Ann Arbor, MI: UMI, 1995-present. Annual. UMI is the major vendor for available microforms, making this sales catalog a very informative listing.
Newspapers in Microform. United States. 1948-1983. 2 vols. Washington, DC: Library of Congress, 1984.
Union List of Serials in Libraries of the United States and Canada. 3rd ed. 5 vols. New York: Wilson, 1965.
B1-c Sources about general knowledge
Internet Public Library. Ann Arbor, MI: School of Information and Library Studies, 1995. Online at www.ipl.org (7 February 2007). An amazing source, modeled after a traditional library, with links to a large variety of online reference materials.
B1-d Encyclopedias
An encyclopedia is a great source for general knowledge and a good place to begin your research on almost any topic. Although they do not treat subjects thoroughly, encyclopedias are usually factual and current.
Academic American Encyclopedia. 21 vols. Danbury, CT: Grolier, 1997.
Britannica Online. Chicago: Britannica Online. Online at www.eb.com (7 February 2007). Provides good links to credible Internet sources.
Columbia Encyclopedia. Ed. Paul Lagasse. 6th ed. New York: Columbia UP, 2000. Also on CD-ROM.
Compton's Multimedia Encyclopedia. Vers. 2.00. Carlsbad, CA: Compton's NewMe- dia, 1994. CD-ROM.
Encarta. Redmond, WA: Microsoft, annual. CD-ROM. A multimedia encyclopedia with more than 26,000 articles, including the text of Funk & Wagnalls New Encyclopedia; several hours of sound, including spoken language; illustrations; video clips and animations; maps; MindMaze game; and an illustrated timeline of world history.
Encyclopedia Americana. International ed. 30 vols. Danbury, CT: Grolier, 1998. Also on CD-ROM.
Encyclopedia Americana Online. Danbury, CT: Grolier, 1997. Online at ea.grolier .com (7 February 2007).
Encyclopaedia Britannica. 15th ed. Chicago: Encyclopaedia Britannica, 1998.
Webster's Interactive Encyclopedia. Chatsworth, CA: Cambrix, 1998. CD-ROM.
Year 2000 Grolier Multimedia Encyclopedia. Danbury, CT: Grolier Electronic, 1999. CD-ROM version of Academic American Encyclopedia.
B1-e Sources about words: Dictionaries
Dictionaries originally were a translation tool: They listed equivalent words in two languages. Sumerian clay tablets, for example, showed Sumerian words beside their Assyrian equivalents. By the seventeenth century, dictionary had come to mean a book that explains the etymology (origin), pronunciation, meaning, and correct usage of words. Nathan Bailey's Universal Etymological English Dictionary, published in 1721, was the first comprehensive dictionary in English.
Modern dictionaries provide information about the meaning, derivation, spelling, and syllabication of words. Some include usage and dialectical variations as well as synonyms, antonyms, rhymes, slang, and colloquialisms. Unabridged dictionaries purport to contain complete information about words; abridged dictionaries, with a nod to portability, condense the information.
(1) General dictionaries
American Heritage Dictionary of the English Language. 4th ed. Boston: Houghton Mifflin, 2000.
Merriam-Webster's Collegiate Dictionary. 11th ed. Springfield, MA: MerriamWebster, 2003.
Merriam-Webster Online: Collegiate Dictionary. Springfield, MA: Merriam-Webster, 1996-present. Online at www.m-w.com/netdict.htm (7 February 2007).
Oxford Dictionary of New Words: A Popular Guide to Words in the News. 2nd ed. New York: Oxford UP, 1998.
Oxford English Dictionary. 2nd ed. 20 vols. New York: Oxford UP, 1989. An essential, authoritative resource for the study of origins and evolution of words.
Oxford English Dictionary: On Compact Disc. 2nd ed. New York: Oxford UP, 1999.
Random House Webster's Concise Dictionary. 2nd ed. New York: Random House, 1997.
Webster's Third New International Dictionary of the English Language, Unabridged. Ed. Philip Babcock Grove & the Merriam-Webster editorial staff. Springfield, MA: Merriam-Webster, 1993.
(2) Specialized dictionaries
The Barnhart Concise Dictionary of Etymology. New York: HarperCollins, 1995.
Bartlett's Roget's Thesaurus. 1st ed. Boston: Little, Brown, 1996. A compilation of synonyms grouped according to concepts.
The Concise Oxford Dictionary of English Etymology. Ed. T. F. Hoad. New York: Oxford UP, 1993.
A Dictionary of American English on Historical Principles. 4 vols. Chicago: U Chicago P, 1938-1944.
Dictionary of American Regional English. 3 vols to date. Ed. Frederick G. Cassidy. Cambridge, MA: Belknap, 1985.
A Dictionary of Slang and Unconventional English: Colloquialisms and Catch Phrases, Fossilised Jokes and Puns, General Nicknames, Vulgarisms, and Such Americanisms as Have Been Naturalised. 8th ed. London: Routledge, 1984.
Merriam-Webster's Rhyming Dictionary. Springfield, MA: Merriam-Webster, 2002.
The Oxford Dictionary and Thesaurus. Ed. Sara Hawker and Maurice Waite. 2nd ed. New York: Oxford UP, 2007.
Partridge, Eric. A Concise Dictionary of Slang and Unconventional English. New York: Macmillan, 1990.
The Right Word III: A Concise Thesaurus. Boston: Houghton Mifflin, 1990.
Roget's International Thesaurus. Ed. Barbara Anne Kipfer. 6th ed. New York: HarperCollins, 2001.
Spears, Richard A. NTC's Dictionary of American Slang and Colloquial Expressions. 4th ed. Lincolnwood, IL: National Textbook, 2006.
Webster's Dictionary of Synonyms and Antonyms. New York: Smithmark, 1996.
Webster's Dictionary of Word Origins. New York: Smithmark, 1995.
B1-f Works about places
Reference works on places come in two forms: atlases and gazetteers.
(1) Atlases
Britannica Atlas. Chicago: Encyclopaedia Britannica, 1994.
Concise Atlas of the World. Washington, DC: National Geographic Society, 1997.
Goode, J. Paul. Goode's World Atlas. 21st ed. Chicago: Rand McNally, 2005.
Hammond World Atlas. 4th ed. Maplewood, NJ: Hammond World Atlas, 2003. Also on CD-ROM.
National Geographic Atlas of the World. 8th ed. Washington, DC: National Geographic Society, 2005.
Rand McNally Commercial Atlas & Marketing Guide [year]. Chicago: Rand McNally, 1876-present.
Times Atlas of the World. 11th comprehensive ed. London: Times Books, 2003.
USA State Factbook on CD-ROM. Minneapolis: Quanta, 1992-present.
(2) Gazetteers
Cambridge World Gazetteer: A Geographical Dictionary. Ed. David Munro. New York: Cambridge UP, 1990.
Canby, Courtlandt. The Encyclopedia of Historic Places. New York: Facts On File, 1984.
Modern Geography: Over One Million Named Places in the U.S.: An Encyclopedic Survey. New York: Garland, 1991.
Place-Name-Index. Mineral, VA: Buckmaster, 1992. CD-ROM.
Worldmark Encyclopedia of the Nations. 11th ed. 5 vols. Detroit: Gale, 2004.
B1-g Works about people
(1) General biographies of deceased persons
Cambridge Biographical Dictionary. Ed. David Crystal. New York: Cambridge UP, 1990.
Cambridge Biographical Dictionary. New York: Cambridge UP, 1996. Shorter paperback edition.
De Ford, Miriam Allen. Who Was When? A Dictionary of Contemporaries. 3rd ed. New York: Wilson, 1976.
Encyclopedia of World Biography. 20th-century supp. Palatine, IL: Heraty, 1987.
Great Lives from History. American Women Series. Ed. Frank N. Magill. 5 vols. Pasadena, CA: Salem, 1995.
Great Lives from History. Ancient and Medieval Series. Ed. Frank N. Magill. 5 vols. Pasadena, CA: Salem, 1988.
Great Lives from History. Renaissance to 1900 Series. Ed. Frank N. Magill. 5 vols. Pasadena, CA: Salem, 1989.
Great Lives from History. Twentieth Century Series. Ed. Frank N. Magill. 5 vols. Pasadena, CA: Salem, 1990.
The McGraw-Hill Encyclopedia of World Biography; an International Reference Work. 2nd ed. 25 vols. New York: McGraw-Hill, 1998-2005.
Slocum, Robert B. Biographical Dictionaries and Related Works: An International Bibliography of More Than 16,000 Collective Biographies. 2nd ed. 2 vols. Detroit: Gale, 1986. This work lists all major biographical sources. An excellent place to begin finding biographies.
Thinkers of the Twentieth Century. Ed. Roland Turner. 2nd ed. Chicago: St. James, 1987.
(2) General biographies of living persons
Biographical Books, 1876-1949. New York: Bowker, 1983.
Biographical Books, 1950-1980. New York: Bowker, 1980.
Current Biography. New York: Wilson, 1940-present.
Current Biography. Cumulated index. New York: Wilson, 1973-present.
The International Who's Who. London: Europa, 1935-present.
The New York Times Biographical Edition. New York: New York Times and Arno, 1974-present.
Who's Who in the World. Wilmette, IL: Marquis, 1971/1972-present.
Wilson Current Biography. New York: Wilson; Norwood, MA: SilverPlatter Information, 1997-present. CD-ROM. Profiles and obituaries that have appeared in Current Biography Yearbook since 1940.
(3) Biographies of deceased persons, American and British
Appleton's Cyclopaedia of American Biography. 7 vols. New York: Appleton, 18871900.
Concise Dictionary of American Biography. 5th ed., complete through 1980. 2 vols. New York: Scribner's, 1997.
Dictionary of American Biography. Comprehensive index, complete through supplement 10. New York: Scribner's, 1996.
Dictionary of American Biography. Supp. New York: Scribner's, 1973-present.
Dictionary of American Biography, under the Auspices of the American Council of Learned Societies. 22 vols. New York: Scribner's, 1928-1958.
The Dictionary of National Biography: From the Earliest Times to 1900. Ed. Sir Leslie Stephen and Sir Sidney Lee. 22 vols. London: Oxford UP, 1998. Supplements have been published irregularly since 1921 to the present.
Notable American Women, 1607-1950; a Biographical Dictionary. Ed. Edward T. James. 3 vols. Cambridge, MA: Belknap, 1971.
Notable American Women: The Modern Period: A Biographical Dictionary. Cambridge, MA: Belknap, 1980.
Webster's American Biographies. Springfield, MA: Merriam-Webster, 1984.
Who Was Who: A Companion to Who's Who, Containing the Biographies of Those Who Died during the Decade. New York: St. Martin's Press, 1897-present.
Who Was Who: A Cumulated Index, 1897-1990. New York: St. Martin's Press, 1991.
Who Was Who in America, a Companion Volume to Who's Who in America. Chicago: Marquis, 1943-present.
(4) Biographies of living persons, American and British
The National Cyclopaedia of American Biography, Being the History of the United States as Illustrated in the Lives of the Founders, Builders, and Defenders of the Republic, and of the Men and Women Who Are Doing the Work and Moulding the Thought of the Present Time. 63 vols. New York: White, 1893-1984.
Who's Who. London: Black, 1849-present.
Who's Who in America. Chicago: Marquis, 1899-present. Regional supplementsWho's Who in the East, Who's Who in the West, Who's Who in the Midwest, and Who's Who in the South and Southwest-are all issued by Marquis.
Who's Who of American Women: A Biographical Dictionary of Notable Living American Women. Chicago: Marquis, 1958-present.
NOTE: Many countries and professions publish Who's Who directories as well. Ask your librarian about specific titles that are appropriate to your research.
(5) Indexes to biographical material
Almanac of Famous People: A Comprehensive Reference Guide to More Than 30,000 Famous and Infamous Newsmakers from Biblical Times to the Present. 6th ed. 2 vols. Detroit: Gale, 1998.
Bio-base. Detroit: Gale, 1978-present. Microfiche. A cumulative master index to several major biographical sets.
Biography and Genealogy Master Index. Detroit: Gale, through 1999. CD-ROM.
Biography and Genealogy Master Index: A Consolidated Index to More Than 3,200,000 Biographical Sketches in over 350 Current and Retrospective Biographical Dictionaries. 2nd ed. 8 vols. Detroit: Gale, 1980. Kept up to date by annual supplements (1981/1982-present) and by quinquennial cumulations.
Biography index. New York: Wilson, 1946-present. A cumulative index to biographical material in books and magazines. Also on CD-ROM.
Historical Biographical Dictionaries Master Index: A Consolidated Index to Biographical Information Concerning Historical Personages in over 35 of the Principal Retrospective Biographical Dictionaries. Detroit: Gale, 1980.
The New York Times Obituaries Index. vol. 1, 1858-1968; vol. 2, 1969-1978. New York: New York Times, 1970-1980.
New York Times Obituary Index. Westport, CT: Meckler, 1990-present. This companion publication to the Obituaries Index covers the New York Times and other newspapers.
B1-h Resources about government publications
The largest publisher in the world is the U.S. Government Printing Office (GPO), which issues all the works of the national government and its various divisions. Because the government is so complex, almost every subject area is covered. Sources about those documents include the following:
NOTE: Other nations' governments, as well as the United Nations, publish valuable resource materials too.
Ames, John G. Comprehensive Index to the Publications of the United States Government, 1881-1893. 2 vols. Washington, DC: 1905. Continuation of Benjamin Perley Poore's catalog of government publications.
Anzinger, Gunnar. Governments on the WWW. 1995-1997. Online at www.gksoft .com/govt (7 February 2007). Comprehensive database of government institutions on the World Wide Web. Entries include parliaments, ministries, offices, law courts, embassies, city councils, political parties, public broadcasting institutions, and more, from 192 countries and territories.
Catalog of the Public Documents of the Congress and of All Departments of the Government of the United States: Being the Comprehensive Index Provided for by the Act Approved Jan. 12, 1895. 25 vols. Washington, DC: GPO, 1896-1919.
Checklist of United States Public Documents, 1789-1909, Congressional: to Close of Sixtieth Congress, Departmental to End of Calendar Year 1909. 3rd ed., rev. and enlarged. Washington, DC: GPO, 1911.
CIS Index to Publications of the United States Congress. Washington, DC: Congressional Information Service, 1970-present. CD-ROM.
Congressional Series of United States Public Documents. Washington, DC: GPO, 1789-1969.
FedWorld. Online at www.fedworld.gov (7 February 2007). An agency of the U.S. Department of Commerce, FedWorld is an online locator of information dispersed by the federal government.
Government Infomine. Riverside, CA: Library of the University of California, Riverside, 1996-present. Online at infomine.ucr.edu/cgi-bin/search?govpub (7 February 2007).
Government Resources on the Web. Ann Arbor, MI: University of Michigan Library, Documents Center. Online at www.lib.umich.edu/govdocs (7 February 2007).
GPO Access: Pathway Services. Washington, DC: GPO. Online at www.access.gpo .gov/su-docs/gils/pathway.html (30 March 2007).
GPO Monthly Catalog. Dublin, OH: OCLC, 1990-present. CD-ROM.
Hoffmann, Frank W. Guide to Popular U.S. Government Publications. 5th ed. Englewood, CO: Libraries Unlimited, 1998.
LinxNet U.S. Government Index-Agencies, Policies and Laws. LinxNet. Online at www.linxnet.com/gov.html (7 February 2007).
Monthly Catalog of United States Government Publications. Washington, DC: GPO, 1951-present.
Morehead, Joe. Introduction to United States Government Information Sources. 6th ed. Englewood, CO: Libraries Unlimited, 1999.
Pokorny, Elizabeth J. U.S. Government Documents: A Practical Guide for Nonprofessionals in Academic and Public Libraries. Englewood, CO: Libraries Unlimited, 1989.
Poore, Benjamin Perley. A Descriptive Catalogue of the Government Publications of the United States, September 5, 1774-March 4, 1881. 1885. Reprint, Buffalo, NY: Hein, 2003.
THOMAS-U.S. Congress on the Internet. Washington, DC: Library of Congress. Online at thomas.loc.gov (30 March 2007).
Zwirn, Jerrold. Accessing U.S. Government Information: Subject Guide to Jurisdiction of the Executive and Legislative Branches. Rev. and expanded ed. Westport, CT: Greenwood, 1996.
B1-i Sources about nonbooks (nonprint materials)
Nonprint materials form an important and integral part of library collections. Materials stored on microfiche, microfilm, videotape, sound recordings, and computer files can be very valuable to student researchers.
(1) General guides
Audiovisual Materials. Washington, DC: Library of Congress, 1979-1982.
AV Market Place. New York: Bowker, 1989-present.
Media Resource Catalog from the National Audiovisual Center. Capitol Heights, MD: The Center, 1986-2006.
Media Review Digest. Ann Arbor, MI: Pierian, 1973/1974-present.
The Video Source Book. Syosset, NY: National Video Clearinghouse, 1979-present.
(2) Indexes of microforms
Bibliographic Guide to Microform Publications. Boston: Hall, 1987-1993. Lists nonserial microforms cataloged by the research libraries of the New York Public Library and the Library of Congress.
Dissertation Abstracts International. Series A, The Humanities and Social Sciences; Series B, The Sciences and Engineering. ProQuest (formerly UMI) Database. Online by subscription only or through a subscribing library. Coverage, 1861-present; updated monthly.
An Index to Microform Collections. Ed. Anne Niles. Westport, CT: Meckler, 1984.
Newspapers in Microform. Washington, DC: Library of Congress, 1973-1983.
Newspapers in Microform. Ann Arbor, MI: UMI, 1984/1985-1991/1992. Merged with Serials in Microform to form Serials & Newspapers in Microform.
Newspapers in Microform. Ann Arbor, MI: UMI, 1995-to present.
Newspapers in Microform. United States. Washington, DC: Library of Congress, 1973-present. Continues Newspapers on Microfilm, 1948-1972.
Serials & Newspapers in Microform. Ann Arbor, MI: 1992/1993-present. Formed by the union of Serials in Microform and Newspapers in Microform.
(3) Guides to films
The American Film Institute Catalog of Motion Pictures Produced in the United States. Berkeley: U of California P, 1971-1993. Covers feature films in the periods 1911-1920, 1921-1930, 1931-1940, and 1961-1970. (AFI catalog continues as an electronic resource.)
American Folklore Films and Videotapes: A Catalog. 2nd ed. New York: Bowker, 1982-present.
Aros, Andrew A. A Title Guide to the Talkies, 1964 through 1974. Metuchen, NJ: Scarecrow, 1977.
. A Title Guide to the Talkies, 1975 through 1984. Metuchen, NJ: Scarecrow, 1986.
Bowker's Complete Video Directory. New York: Bowker, 1990-present.
Dimmitt, Richard B. A Title Guide to the Talkies; a Comprehensive Listing of 16,000 Feature-Length Films from October, 1927, until December, 1963. 2 vols. New York: Scarecrow, 1965.
The Film File. Minneapolis: Media Referral Service, 1981-present.
Films and Other Materials for Projection. 8 vols. Washington, DC: Library of Congress, 1973-1978.
Halliwell's Film & Video Guide. New York: HarperPerennial, 1997.
Halliwell's Film Guide. 11th ed. New York: Scribner's, 1995.
International Film Guide. 26 vols. London: Tantivy Press; New York: Barnes, 1964-1988.
International Motion Picture Almanac. New York: Quigley, 1956-present.
Leonard Maltin's 2003 Movie and Video Guide. New York: New American Library, 2003. Published annually.
Library of Congress Catalog. Motion Pictures and Filmstrips. 9 vols. Washington, DC: Library of Congress, 1955-1973.
Marill, Alvin H. Movies Made for Television, 1964-2004. Lanham, MD: Scarecrow, 2005.
Motion Picture Guide CD-ROM. New York: Cinebooks, 1994-present.
Nash, Jay Robert. The Motion Picture Guide. Chicago: Cinebooks, 1987.
Nowlan, Robert A. The Films of the Eighties: A Complete, Qualitative Filmography to over 3400 Feature-Length English Language Films, Theatrical and Video-Only, Released between January 1, 1980, and December 31, 1989. Jefferson, NC: McFarland, 1991.
Variety International Film Guide. London: Andre Deutsch; Hollywood: Samuel French, 1989-present.
Variety's Video Directory Plus. New York: Bowker, 1986-1998. CD-ROM. Includes Variety's complete home video directory and reviews from the critical media.
(4) Guides to sound recordings: Music
Bibliography of Discographies. 3 vols. Vol. 1, Classical Music, 1925-1975; vol. 2, Jazz; vol. 3, Popular music. New York: Bowker, 1977-1983.
CD Guide. Optical ed. Hancock, NH: WGE.
CD Review Digest Annual. 3 vols. Voorheesville, NY: Peri, 1987-1989.
CD Review Digest Annual. Classical. 5 vols. Voorheesville, NY: Peri, 1988-1994.
CD Review Digest Annual. Jazz, Popular, etc. 5 vols. Voorheesville, NY: Peri, 1988-1990.
Harris, Steve. Film, Television, and Stage Music on Phonograph Records: A Discography. Jefferson, NC: McFarland, 1988.
Library of Congress Catalog: Music and Phonorecords. Washington, DC: Library of Congress, 1953-1972.
March, Ivan. The Penguin Guide to Compact Discs and Cassettes. New ed., rev. and updated. New York: Penguin, 1996.
Music, Books on Music, and Sound Recordings. Washington, DC: Library of Congress, 1973-1989.
The Music Catalog on CD-ROM. Washington, DC: Library of Congress, Cataloging Distribution Service, 1994-present.
Music Library. Musical sound recordings. Dublin, OH: OCLC, 1990-present. CD-ROM.
Popular Music: An Annotated Index of American Popular Songs. Detroit: Gale, 1974-2004.
Rust, Brian A. L. The American Record Label Book. New Rochelle, NY: Arlington, 1978.
Schwann. Boston: ABC Consumer Magazines, 1986-present.
Schwann CD Review Digest. Santa Fe: Stereophile, 1995-present.
Schwann Opus. Santa Fe: Stereophile, 1992-2001.
Schwann Spectrum. Santa Fe: Stereophile, 1992-2001.
Tudor, Dean. Popular Music: An Annotated Guide to Recordings. Littleton, CO: Libraries Unlimited, 1983.
(5) Guides to sound recordings: Speeches, readings, and oral history
Hoffman, Herbert H. International Index to Recorded Poetry. New York: Wilson, 1983.
On Cassette. 3 vols. New York: Bowker, 1989-1991. Merged with Words on Tape to form Words on Cassette.
The Oral History Collection of Columbia University. Ed. Elizabeth B. Mason and Louis M. Starr. New York: Oral History Research Office, 1979.
Perks, Robert. Oral History: An Annotated Bibliography. London: British Library National Sound Archive, 1990.
Smith, Allen. Directory of Oral History Collections. Phoenix: Oryx, 1988.
Words on Cassette. 12 vols. New Providence, NJ: Bowker, 1992-2003.
Words on Tape. Westport, CT: Meckler, 1984-1991. Merged with On Cassette to form Words on Cassette.
(6) Sources about computer files
With the explosion of computers and the Internet, computerized information sources have become common. The following are representative of some of the better sources:
AltaVista: Main Page. Digital Equipment Corporation, 1997. Online at www .altavista.com (7 February 2007).
Gale Directory of Databases. Detroit: Gale, 1993-present.
NetFirst. Dublin, OH: OCLC. Available online at firstsearch.oclc.org (7 February 2007).
WebCrawler: Lightning Fast Web Search. America Online, 1994-present. Online at www.webcrawler.com (7 February 2007).
Yahoo! Sunnyvale, CA: Yahoo, 1994-present. Online at www.yahoo.com (29 March 2007). Searches a directory of web links rather than keywords.

A list of specialized references
The sources in this section cover specific subject areas. Because a complete listing of all the specialized references on popular subjects easily would fill an entire volume, we have been selective here, choosing examples of the better works in given subject areas.
B2-a Art
American Art Directory. New York: Jaques Cattell; New York: Bowker, 1952-present.
Art & Architecture Thesaurus. 2nd ed. 5 vols. New York: Oxford UP, 1994.
Artbibliographies Modern. Santa Barbara: ABC-Clio, 1969-present.
Art Index. New York: Wilson, 1929/1932-present. Also on CD-ROM.
Arts & Humanities Search. Philadelphia: Institute for Scientific Information. Online through Dialog, Datastar, and OCLC. Ask your librarian. Covers 1980 to the present.
Atkins, Robert. Artspeak: A Guide to Contemporary Ideas, Movements, and Buzzwords, 1945 to the present. 2nd ed. New York: Abbeville, 1997.
. Artspoke: A Guide to Modern Ideas, Movements, and Buzzwords, 1848-1944. New York: Abbeville, 1993.
Bibliography of the History of Art: BHA. Santa Monica: J. Paul Getty Trust; Vandoeuvre-les-Nancy, France: Centre national de la recherche scientifique, 1996-present. CD-ROM.
Chiarmonte, Paula L. Women Artists in the United States: A Selective Bibliography and Resource Guide on the Fine and Decorative Arts, 1750-1986. Boston: Hall, 1990.
Contemporary Artists. 5th ed. Ed. Sara Pendergast and Tom Pendergast. Detroit: St. James, 2002.
Contemporary Designers. 3rd ed. Detroit: St. James, 1997.
Denvir, Bernard. The Thames and Hudson Encyclopaedia of Impressionism. London: Thames and Hudson, 1990.
Ehresmann, Donald L. Fine Arts: A Bibliographic Guide to Basic Reference Works, Histories, and Handbooks. 3rd ed. Englewood, CO: Libraries Unlimited, 1990.
Encyclopedia of Architecture: Design, Engineering & Construction. Ed. Joseph A. Wilkes. 4 vols. New York: Wiley, 1988-1989.
Encyclopedia of World Art. 17 vols. New York: McGraw-Hill, 1959-1987.
Fleming, John. The Penguin Dictionary of Architecture. 5th ed. New York: Penguin, 1999.
The Penguin Dictionary of Decorative Arts. New ed. New York: Viking, 1989.
Gardner's Art through the Ages. Ed. Fred S. Kleiner, Christin J. Mamiya, and Richard G. Tansey. 12th ed. Belmont, CA: Thomson/Wadsworth, 2005.
International Dictionary of Architects and Architecture. 2 vols. Detroit: St. James, 1993.
International Dictionary of Art and Artists. 2 vols. Chicago: St. James, 1990.
Jones, Lois Swan. Art Information: Research Methods and Resources. 3rd ed. Dubuque: Kendall/Hunt, 1990.
Julier, Guy. The Thames and Hudson Encyclopaedia of 20th Century Design and Designers. New York: Thames and Hudson, 1993.
Livingston, Alan. The Thames and Hudson Encyclopaedia of Graphic Design and Designers. New ed. New York: Thames and Hudson, 2003.
Modern Arts Criticism. 4 vols. Detroit: Gale, 1991-1994.
Norman, Geraldine. Nineteenth-Century Painters and Painting: A Dictionary. Berkeley: U California P, 1977.
The Oxford Companion to the Decorative Arts. New York: Oxford UP, 1985.
The Oxford Companion to Twentieth-Century Art. Ed. Harold Osborne. New York: Oxford UP, 1981.
The Oxford Dictionary of Art. Ed. Ian Chilvers. 3rd ed. New York: Oxford UP, 2004.
The Pelican History of Art. Harmondsworth, England: Penguin, 1953-present.
Petteys, Chris. Dictionary of Women Artists: An International Dictionary of Women Artists Born before 1900. Boston: Hall, 1985.
RILA (Repertoire international de la litterature de fart), International Repertory of the Literature of Art. New York: College Art Association of America, 1975-1989. Merged with Repertoire d'art et d'archaeologie to form Bibliography of the History of Art.
RILA (Repertoire international de la litterature de fart), International Repertory of the Literature of Art. Santa Monica, CA: J. Paul Getty Trust, 1989-1996. Also on CD-ROM.
Who's Who in American Art. New Providence, NJ: Marquis Who's Who, 1936/1937present.
World Artists, 1950-1980: An H. W. Wilson Biographical Dictionary. New York: Wilson, 1981.
World Artists, 1980-1990: An H. W. Wilson Biographical Dictionary. New York: Wilson, 1991.
Thousands of art museums have sites on the web, some official, some not. On those sites you may find images of artwork, narrative sound files, and text commentary, most often in English. Many Internet search engines have a classified listing of museums. A few examples follow:
Guggenheim Museum Home Page. New York: Solomon R. Guggenheim Foundation, 1996, 1997. Online at www.guggenheim.org (7 February 2007).
Kyoto National Museum. Kyoto, Japan: Kyoto National Museum, 1997. Online at www.kyohaku.go.jp (7 February 2007).
Los Angeles County Museum of Art-LACMAweb Home Page. Los Angeles: Museum Associates dba the Los Angeles County Museum of Art, 1996. Online at www .lacma.org (7 February 2007).
Louvre Museum. [Paris: Musee du Louvre]. Online at www./louvre.fr/lly/commun/ home_flash.jsp (30 March 2007). A related but unofficial multimedia site is Le WebLouvre; use a search engine to reach it.
National Gallery of Art. Washington, DC: National Gallery of Art, 1997. Online at www.nga.gov (7 February 2007).
Welcome to the Metropolitan Museum of Art. New York: Metropolitan Museum of Art, 1997. Online at www.metmuseum.org (7 February 2007).
B2-b Business and economics
ABI/INFORM. ProQuest (formerly UMI) Database, 1971-present. Online by subscription only or through a subscribing library. ABI/INFORM is a database covering business, management, economics, and a wide range of related fields. It provides abstracts from 1971 onward and full text from 1987, though not all journals are available in full text.
Accountant's Handbook. Ed. D. R. Carmichael and Paul Rosenfield. 10th ed. 2 vols. New York: Wiley, 2003.
Business Dateline. Ann Arbor, MI: UML Computer file.
Business Periodicals Index. New York: Wilson, 1958/1959-present.
Business Periodicals Index. New York: Wilson, 1987-present. CD-ROM.
D&B-Dun's Electronic Business Directory. Parsippany, NJ: Dun's Marketing Services. Computer file.
D&B-Dun's Market Identifiers. Parsippany, NJ: Dun's Marketing Service. Computer file.
D&B Million Dollar Directory: America's Leading Public & Private Companies. Bethlehem, PA: Dun & Bradstreet, 1997-present.
D&B Million Dollar Disc. Murray Hill, NJ: Dun & Bradstreet. CD-ROM.
A Dictionary of Business. 3rd ed. New York: Oxford UP, 2002.
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Mattera, Philip. Inside U.S. Business: A Concise Encyclopedia of Leading Industries. Burr Ridge, IL: Irwin, 1994.
The MIT Dictionary of Modern Economics. Ed. David W. Pearce. 4th ed. Cambridge, MA: MIT Press, 1992.
Moody's Handbook of Common Stocks. New York: Moody's Investors Service, 1965-1999.
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Moody's Handbook of Nasdaq Stocks. New York: Moody's Investors Service, 1992-2001.
Moody's Industrial Manual. New York: Moody's Investors Service, 1954-present.
The New Palgrave Dictionary of Money & Finance. 3 vols. London: Macmillan; New York: Stockton, 1992.
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Rand McNally Commercial Atlas & Marketing Guide [year]. Chicago: Rand McNally, 1876-present.
Rosenberg, Jerry Martin. Dictionary of Banking. New York: Wiley, 1993.
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There is a wealth of information about individual businesses on the World Wide Web. Many companies have their own website, on which you'll find a description of the company, the disclosure of at least some financial information, and a directory of corporate personnel. Sites that are not published by a company itself may contain comparative performance measures and news stories. A good research strategy is to do a well-planned query on a search engine, paying close and critical attention to the results.
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Lawson, Joan. A Ballet-Maker's Handbook: Sources, Vocabulary, Styles. London: A & C Black; New York: Theatre Arts Books/Routledge, 1991.
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B2-d Ecology
Dorgan, Charity Anne. Statistical Record of the Environment. Detroit: Gale, 1995.
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Dictionary of Multicultural Education. Ed. Carl A. Grant. Phoenix: Oryx, 1997.
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USA Wars: Desert Storm with Coalition Command. Carlsbad, CA: Compton's New Media, 1992. CD-ROM.
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Masterplots Complete CD-ROM. Pasadena, CA: Salem, 1997.
Masterplots II. Drama Series. 4 vols. Rev. ed. Pasadena, CA: Salem, 2004.
Poetry Series. Rev. ed. 8 vols. Pasadena, CA: Salem, 2002.
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Table 11

Medicare prescription drug plans

Plan Name Company Monthly Drug Coverage
and ID Name Drug Annual Cost in the
Numbers (Co-brand) Premium | Deductible | Sharing Gap*
WellCare WellCare $12.20 $265 $2 No gap
Classic (Epic; 25%-33% | coverage

Hoosier Rx;

Walgreens)
Humana PDP Humana $13.00 $265 25% No gap
Standard Insurance coverage

Company

(State Farm;

Wal-Mart)
AARP United- $18.60 $265 $5-$46.05 | No gap
MedicareRx | Healthcare 25% coverage
Plan-Saver
Cignature Rx | Cignature Rx | $18.90 | $265 $0-$60 No gap
Value Plan 30% coverage
Humana PDP | Humana $2010 | SO $5-560 No gap
Enhanced Insurance 25% coverage

Company

(State Farm;

Wal-Mart)

Source: U.S. Department of Health and Human Services, Medicare Prescription Drug
Plan Finder, http://www.medicare.gov.
*Gap: The period when beneficiary normally pays 100% of costs.






images/00054.jpg





images/00057.jpg
Wrong Justice Abe Fortas states,’ for example, that civil disobedience should
be directed only against “laws or practices that are the subject of

dissent.”





images/00056.jpg
B





images/00047.jpg
Original “Some infinitives deserve to be split.”
quotation





images/00038.jpg





images/00040.jpg
And now bee cause my spelling

Is checked with such grate flare,

Their are know faults in awl this peace,
Of nun eye am a wear.





images/00039.jpg
TN Interactive, J7.
Coherence principle, 110-112
Colletions anthologes,casebooks, and.
ders)
footnotesendrotes o, 232
parenthetical docomestaton o, 146
n“Works Cred” (MLAsty1O) 134
Columbia Encyclopedi, 69, 264
Compilere
abbreviaton o, 151
o “Works Cied” (MLA syl 151
Computer programs.
o Relerences (APA styk), 208
i “Works Cited” (MLAsyl), 164
Compute oom i lbrary 27
Computrs
e-mail submisson of rescarch ppes,
53,189,224, 202
overiion o, 243
in Hbrares 2123, 27
ot cards versus, 53
fornote taking 81, 82-83
outline snd, 50
overrsison and, 96
price ot 21
elernce works on, 312, 320321
e acess o iraries trough,
223
forreseareh, 53-66.
voke recognition sofwre, 53
for weting rough draf, 9596
See o lectroiclontine sources: Inerne
Concerts, i “Works Cited (MLA syl
1071
Concluston. Se Closing paagraph
Congressonal publicstons
i Relerences (APA stye), 212
i “Works Cled” (MLA syl 175-176
Congresonal Record, 175
Content ot
APA sy of, 218
s sty of 238-239
ndenctionof, 218
MUAstyle of 178-181,253
numbers for, 218
sample o, 253
spacing o, 183,218
P S A






images/00042.jpg
General and Specialized
References, an Annotated List





images/00041.jpg
S
Chapters o books
e —r—
o ——
i Wrks Cred (LA 2yl 154
Chars, in “Works Cred” LA sy, 176
St Grphis
i Mrad oS CHS)
brevitons o US, sasand
o, 293293
Poies
by ot e by, 241
ok gt mlerencen, 130-233
content ot 23529
o s, 136237
ecron b of ppe, 32
fned fom of VS pper 5724
oomes and ndnots 337-23,
225.229, 209272
g mans o el 282
s, 25920
e 230, 252-25
ong gt 100101
o, 40-341, 275217
pegaton 1 e, s, 255
et et checklk nd, 41
ool n oot eeeces,
pe
poblhers names, 2901, 293-295
o5l
sampleof CMSpaper 265-272
et form. 4
ebnsuent frences i foinotesad
endnne, 13523
e sy, 12-113, 120
Chikire fom Pevry” Ty, 255-268
Ciaios. plgaris and, 89-65. Sc
s Documenation: Pt
documarision
Claial wats
e ornderining o e o276
e waks o 328
in“Vrks e (LA 21, 172
14,175
Clsiation sy, 2751
Cloed sk n oy .25
Closing s 252,266,272
O e T b i





images/00044.jpg
Coordinate The car still runs well, but it is not worth selling.





images/00043.jpg
lang. langs.
e

foccit, L.

MS, M.
narr, narrs,

NB, N8,

[P AURPN T LI NG F S STV AR U e
ot abbreviated.

language(s)

Uibrary of Congress. Leave a space betwween the ltters when
periods are used.

oco citato, “in the place (passage) ited” Avoid using; nstead
repeat the citation n shortened form.

Miaster of Ars. No space between the letters
magazine
Middie English

manuscrpt(). Capitalzed and followed by a period in
reference to  specifc manuscript.

Master of Science. No space between the etters.
note(s)
narrated by, parator(s)

nota bene, "take notice, mark well* No space between the
leters

1o date 1na book's mprint). No space between the leters
number(s)

o place (of publication’; o publsher. No space betueen the
leters

o pagination. Leave space between. CHIS uses ..
New Testament

Old ngish

opus ior)

opere citato, “in the work cited." Avoid using;instead repeat the
taton i shortened form,

Old Testament
page(9
paragraphts)

passim, “throughout the work, here and there” (84, 97, and
TS Pl it ik bt





images/00046.jpg
12a





images/00045.jpg





images/00037.jpg
Documentation tip
(Locumentation itip |





images/00036.jpg
Sun.

Mon.
Tues.
Wed.

Thurs.

Fri.
Sat.

Jan.
Feb.
Mar.
Apr.
May
June
July
Aug.
Sept.
Oct.
Nov.
Dec.





images/00069.jpg





images/00068.jpg
First Reference The United Nations Educational, Scientific, and Cultural Organiza-
tion (UNESCO) is headquartered in





images/00071.jpg
Second Reference UNESCO is responsible for . . .





images/00070.jpg





images/00073.jpg
Chiléren from Poverty
Running head: CHILDREN FROM POVERTY: CAN THEY SUCCEED?

Chidrenfrom Poverty: Can They Succeed?
Shelly Teylor
Acaderic struction an Intervention--CPS 688
State Universty of New York-Oswego






images/00072.jpg





images/00075.jpg
article “Textual Variants in Sinclair Lewis's Babbitt"





images/00074.jpg





images/00077.jpg
PP IIIONS
inacronyms, 196, 295
for books of the Bible, 200-201
for compiler, 151
for days, 202
definition of, for first-time use of, 295
for dissertation, 172
for edition and revised editon, 151,202,
32
for editorfs, 151, 156, 201-202, 232
for figure, 185, 198,239
listof, 286-295
for months, 202
for pagess, 193, 198, 271
for publishers'names, 152, 293-295,
20401
for quoted in, 249
for Shakespeare's plays, 291-292
spacing of, 285
for states and US. territories, 202-293
for translator, 151
of U, Government Printing Office, 213
for volume, 147
Abstracts
APA style of, 214215, 217,256
CMs style and, 238
criteria and conventions for, 119, 214
length of, 119, 214
MLA style and, 182
of periodical articles, 71, 74
in “References” (APA style), 207
of reseatch paper, 95, 119, 182
samples of, 119, 215, 256
in *Works Cited” (LA style), 164
Acronyms, 196, 296. Se¢ also Abbreviations
Active voice of verbs, 130-131
Addresses and lectures, in "Works Cited'
(MLA style), 161, 167





images/00076.jpg





images/00058.jpg
& +» WADSWORTH
4% CENGAGE Learning”





images/00060.jpg





images/00059.jpg
o I S o 1
Copyrightdae, 152-153
Corporae authors
scronyms o, 196, 295
sphabetzsion of 149
parenihetcal documentaton (PA syl
o, 196
1 Reerences” (APA iy, 202-20
cubdivision of arent body, 149
n“Wods Cled” MLA sy 149,153
Corparate welsits
i Reerences” (APA sye), 208
I "Works Cled (MLA sk, 16+
Conespondence. Se E-mai; Letrs t the
edior, Persons] communicaions
Court cases, See Leg documents
CQ Weekly nternet i), 27
Crital reviews
i References” (PA sye), 206
I “Works Cled (MLA sty). 161
CSPAN Online, 27
Curke, Mare, 141
Curent ndes o Statsic, 51
Currculam vie of exper, 75
CuterSanborn Auhor Marks, 29-30

Dance efrence works, 316
Dashes, 285
Dotabces
Bibe concordarce, 66
defnition o, 5556
Expanded Academic ASAP, 56
Galleosyeem, 56,72
ndeses o periodical antickes, 7175, 7274
InfTrsc Colege, 56, 65
onlie fulltext databsses, 2324, 53
OPACS, 2123, 22,23, 36-51
Quesia, 56
i Reerences” (APA stye), 209
refernce works on, 312
sat-supported daabases, 56,72
I "Works Cled (MLA sy, 165-166
Dot of publction. See Copyright dte
Dates
abbreviaons o days and monihs, 292
eumbers n, 275, 216-277
Days, bbreviacions or 292
it PR Py





images/00062.jpg
Spelling tip





images/00061.jpg





images/00064.jpg
emphass

The gifted child is a high achiever on a specific test, either the Otis or
Binet 1.Q. test. These tests are usually administered at the end of the
second grade. They determine the placement of the child in third grade.
These tests are characterized by written as well as oral questions, so

that the child has the opportunity to be creative.
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Better  Because of his robust language and novel comic plots, Titus Maccius
Plautus can be considered the best Roman comic playwright, and his

plays are still successfully staged today.
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Pares, Bernard.
New York : Knopf; 1939.
Chapter 5 deals with Rasputin's rise in Russian politics and,

the ministers reaction to him. Chapter 13 is a description
of Rasputin's murder by Yusupov-and. conspirators.
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Fiilp-Miller 3-10. Rasputin’s appearance
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Conformity means being compliant with the standard and expected be-
havior of mainstream society. In contrast any behavior that deviates from what is
expected is consdered nong conformity. A nonconformist s  person who refects
the established norms or customs ordinarily followed by socity. Hoviever, bindly
accepting the conformist's traditions and fashions s often to be narrow-minded
because there-ase many traditons shet ar flawg. Inorder o be sef.reant, we
must ask ourseives f we agree with the standards and tradtions that most of
sociey blindly fllows. il certain accepted rorms are needd to maintain order;
these norms are everyday laws and nondeviant behavior. Three works--"Mending
Wall” by Robert Frost, Antigone by Sophocles, and “Dead Man's Path” by Chi-
nua Achebe--reteal varying degrees ofindvidualim in the diferent characters

These characters call into question authority, tradition, and laws.
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Concise.

In the early 1970s the National Aeronautics and Space Administration
(NASA) decided to see if Congress would fund its new concept of a
reusable space vehicle. The administration approached the problem
carefully because some congressional members had already opposed
replacing the expendable Satur rockets that had carried the Apollo
astronauts to the moon. A precise and well-documented request was

submitted to Congress.
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Adrian Desmond, arguing that dinosaurs were once dominant
over mammals, points out that “mammals were in existence as
early as the latest Triassic yet for the first one hundred and
twenty million years of their history . .. they were a suppressed
race, unable throughout that span of time to produce any carni-

vore larger than cat-size or herbivore larger than rat-size.”
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gravty and iy reires great ffort. Men tiedfo centures without
sueeess To overcome the ffets of poverty wil reque great efort,
an effort we are ot now maling,(racey, 1999,p. 330)

What then,can b done tosem the tide o the perpetuation of
poverty i our scity and 1o give those hidren and youth who come from
lower sodocconomic groups  bette chance o suceeed? The fststep s
o pay more atenton to our ary chidhood education opporturites -

s hard for young chidren who come from disadvantaged homes, without

thebenefit of hesthul and safe envircnments, competent prenting or
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et pers Fekdman (2001) made the follawing perceptive statement
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getitright romthe strt. Tha's why we ot oly eed full-day
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given to needy cildren. (5. 2708)

This trengthens the casefor mplementing programs such as Head Start
T existng Head Sartprogram has been helpul, but we ne o expand
beyond Hoad Start "o create a universal pogram of qualty carly chihood
learming and care” (Feldman, 2001, p. 2708)

Ao parent involvement i critcal o chidren's succss,Research
shows tha, s parents become more involved in thir chicrens education,
academicachievement mproves, “Many parents desperatey wart thelr
eilden todo welinschool but don't know how to help hem” (el 1994,
p. 1201, Schoolscan aid i this process by helping communites support
perent imovement,working withteachersto mprove parent-teacher
relationships, offeing staf meetings o effective parent conferences, and
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The problem of world hunger is by and large a matter of business and politics.
Basically the two become virtually entwined until for all intents and purposes they

cannot be addressed separately in any given city or country.
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Passive

Who built the Great Pyramid? When? How? Throughout history
students of archaeology have been baffled by these questions. Al sorts
of mystical theories have been propounded by Egyptologists, but it has
been concluded by most experts today that the Great Pyramid was

built by Egyptian citizens using the simplest of tools and technology.





images/00140.jpg
[ 7b ]





images/00261.jpg
Right Twenty-five thousand voters hailed the passage of the bill.





images/00382.jpg
MLA tip |





images/00143.jpg
Philology and Linguistics: General
Greek and Latin Philology and Literature
Celtic Languages and Literature

Romance Languages (ltalian, French, Spanish, and Portuguese)
Germanic (Teutonic) Languages





images/00264.jpg
Poor Who makes the key decisions in U.S. cities?





images/00385.jpg





images/00142.jpg





images/00263.jpg
Mechanics





images/00384.jpg





images/00258.jpg
The Thesis
and the Outline





images/00379.jpg





images/00378.jpg
Chidren from Poverty 7
I race, gender,and socl class begin o b present i clementary.
schools and increase by high school and colge. Affectve orentation,
materal esoutces, and istructional policesof schools contrbuteto
economic group differences i chidrens school achievement s &
Watson, 1990)

Alsoto be taken nto considration s the atitude o the teachers.
It appears that o stuents do o receive equsl preparation inschocls
Teachers o high-ris stucdents ten o use neffective nstructionsl
approsches. They have negative attiudes and low expectations forthese
Students (Jones & Watson, 1990). According o MeLoyd (1998), structing
teacherssbout normtiv behavors such a specch pattems amor lower
ass chidhen and afirming the lgitimacy of those ehaors may be
prerequistes o asing teachers expectanciesof these children

Because of changing value systems, famiy distegration, and
economic ssues, educaton for chdren s far down on the s of pricries
forlowncome familes (Kelly, 1994). Parents must dealwith too many
majorisues regarding simple survival to be particularly concerned sbout
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academically They arefssinvoled withthe schoel and withtherchidrer's
educational necds. They may have @ sense oflow sf-eficacy about ther
abity to nfluence thei hiren's earing In fact, many imes they feel
ntimidted by the school system in generel, and are very uncomfortable
meeting ndiidualy wit teachers and adminstrators to consider th specifc
eeds of therchidren, This s unfortunate, because t hasbeen shown that
parentalivolvement i criical o the succss of the chid (WeLoyd, 1998).

Perhaps o of the biggestfactors i the fakreof chidren from
low-income families o succeed i low or nanexitent sff-esteem. This

s crudalfacto because a posive sef-mage i drecly correlated with
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Manuscript Troana and other documents of the Mayas describe a
cosmic catastrophe during which the ocean fell on the continent,
and a terrible hurricane swept the earth. The hurricane broke up
and carried away all towns and forests. Exploding volcanoes, tides
sweeping over mountains, and impetuous winds threatened to
annihilate humankind, and actually did annihilate many species of
animals. The face of the carth changed, mountains collapsed, other
‘mountains grew and rose over the onrushing cataract of water
driven from oceanic spaces, numberless rivers lost their beds, and
awild tornado moved through the debris descending from the sky.
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Alexander Il died on 20 October, 1894, and was succeeded by his son
Nicholas. The new emperor was more intelligent and more sensitive than
His father. Both those who knew him well, and those who had brief and
superficial contact with him, testify to his exceptional personal charm.
The charm was, however, apparently associated with weakness and ir-
resolution. Nicholas appeared to agree with the last person he had talked

to. and no one could tell what he would do next.
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Emperor Nicholas Il, who came to the throne of Russia following the
death of his father, Alexander ll, was apparently a man of exceptional
personal charm and deep sensitivity. Ample testimony has come to us
from both intimate as wellas casual acquaintances, indicating that indeed
he possessed a magnetic personality. However, the general consensus is
that he was also a man who lacked the ability to make hard decisions,
preferting to agree with the last person he had seen, and thus making it

impossible to predict what he would do next.®
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necessity because some members of Congress would doubtless show
a strong opposition to the replacement of the expendable Saturn
rockets that had carried the Apollo astronauts to the moon. There was
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and submission of the request to Congress.
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Table
Exposure to environmental tobacco smoke: Percentage of children
ages 06 living in homes where someone smokes regularly by race,

Hispanic origin, and poverty status, 2003

Characteristic Percentage
Al
Total 106

Race and Hispanic origin®

White, non-Hispanic 11
Black, non-Hispanic 142
Other, non-Hispanic 123
Hispanic 38

Household poverty status

Below 100% Poverty 218
100-199% Poverty 184
200% Poverty and Above 67

Source: US. Environmental Protection Agency, Indoor Environments Division,
National Survey on Environmental Management of Asthma and Children's

Exposure to Environmental Tobacco Smoke.
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And like a sister am most loath to call

Your faults as they are nam'd. Love well our father:
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Poor The Roman theater was inspired by the Greek theater, which it imitated,
and eventually the Romans produced great plays in their theatrons, such
as those by Plautus, who was the best Roman comic writer because of his

robustness and inventiveness.
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My opening paragraph is effective.

My writing is coherent.

I have avoided the passive voice whenever possible.

1 have used concrete language

1 have been concise.

Spelling, punctuation, and other mechanical problems have been
climinated

I have deleted all slang, contractions, and cliches.

I have checked my diction to ensure that my words reflect precisely
what I want to say.
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The speaker in “Mending Wall" is a New England farmer whose neighbor
believes that “good fences make good neighbors." Whenever part of his rock wall
collapses, he calls his neighbor, and they jointly walk the line to repair the holes.
The speaker realizes that this wall is unnecessary because “He s all pine and | am
apple orchard." In other words, there are no cows to wander into each other's

whose ancestors bull walls therefore, h. too, wil mend a wal
teritory. But the neighbor is a blind conformist
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Mammals were in existence as early as the latest Triassic, 190 mil-
lion years ago, yet for the first one hundred and twenty million
years of their history, from the end of the Triassic to the late Cre-
taceous, they were a suppressed race, unable throughout that span
of time to produce any carnivore larger than cat-size or herbivore
larger than rat-size.
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For a long while we just stood there, looking down at the pro-  Body of
o
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atttude of an embrace, but now the long sleep that outiasts love had 11157
f0spaces

cuckolded him, What was lft of him, rotted beneath what was leftof _ fommargn

the nightshir, had become inextricable from the bed in which he lay;

and upon him and upon the pillow beside him ky that even coating of

the patient and biding dust.
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Figure 2. The Chinese characters that
make up the verb “to listen”

Note. From Understanding Human
Communication (7th ed.), (p. 120),
R. B. Adlerand G. Rodman, 2002,
New York: Oxford University Press.






images/00469.jpg
Mazaro 10
Works Cited
Erainy Quotes. “Sigmund Freud Quotation.* Web. Oct. 20, 2006
Burke Jefey . . “Oppositional Defant isoder and Conduct isorder
AReview of the Past 0 Years, Part 1" Jourmal of the American

Academy of Chid & Adolescent Psychiatry 4111 (2002 127593
Prnt

‘Chichen with Oppositonal Defiant Disorder” 2006, Amercan Academy of
Chid & Adolescent Psychiatry. Web. 12 Nov. 2006,
Clark,C. etal. “The Relatonship between Executive Functional Abltes,

Adapive Behavir, and Acadenic Achievement in Chidren with
Exteralizng Behaviour Problems " Joural of Child Psychology and
Peychiatry 43 6 (2002): 785-96. Print

Dahl, Roald. Matilda. New York: Penguin, 1988 Print.

Dovden, Craig. “What Avethe Effctive Treatments or Propositional and
Defiant Behaviors in Preadolescents?” Joumal of Family Practce 542
(2005): 162, 164-65. Pint.

Hoffenaar, Peter, etal. “The Structure of Opposiionaity: Response
Dispositins and Stuational Aspects” Journalof Child Psychology
and Peychiatry 43 3 (2002): 375-85.Print.

Kazdin, Alan E. Child Psychotherapy: Developing and Identifying Effectve
Treatments. New York: Pergamon Baoks, 1988. Print.

Kearney, Chrstopher A, Casebook in Child Behavior Disorders. 3rd e
Belmont: Thomson Wadsworth, 2006, rin.

Lywelyn net. “Sigmund Freud Quotations * Web, 21 Oct. 2006, <http/
winelywelyn.net/docs/quotes/reud .

Mash, i and David A. Wolfe. Abrormal Chid Psychology. 3rd ed.
Belmont: Thomson Wadsworth, 2005, .






images/00468.jpg
knows “Dr. Johnson,” or so we think; but is the man we know from the
pages of Boswell's book the same Johnson who strode the streets of

London 250 years ago? Is biography science or art? History or fiction?
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Better  The novels of Henry James have internal consistency because of the way

he unifies his themes, patterns his episodes, and orders his images.
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Coordinate I arrived at Yankee Stadium, and the first inning was already

under way.
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Right In A Matter of Life Bertrand Russell emphasizes that law “substitutes a
neutral authority for private bias,”® and he believes this to be the main

advantage of the law.





images/00111.jpg
Poor

Despite the fact that extensive time consumed by television detracts from
homework, competes with schooling more generally, and has contributed
to the decline in the Scholastic Aptitude Test score averages, television
and related forms of communication give the future of learning its largest
promise, the most constructive approach being less dependent on limiting
the uses of these processes than on the willingness of the community

and the family to exercise the same responsibility for what is taught and
learned this way as they have exercised with respect to older forms of

education.
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Monotonous  Poetry is regarded by many as the highest literary art form. Poetry is
seen nowadays as an unpopular form. Poetry used to be read very
widely by the middle classes. Poetry no longer enjoys that distinction

and today is hardly read by anyone.
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‘That species of animals may have been made extinct by some
worldwide catastrophe is not unthinkable. “According to Manuscript
Troana. . . The face of the earth changed, mountains collapsed,
other mountains grew and rose over the onrushing cataract of water
driven from oceanic spaces, numberless rivers lost their beds, and a

wild tornado moved through the debris. . . ."
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Pares 140, 144. Rasputin’s generosity to the poor

Some critics have accused, Rasputin of becoming ‘the tool of
others” in order to acquire expensive personal gifts or other
material advantage. Nothing could be further from the truth.
Ragputin was ‘too clever to sell himself to anyone.” te did, not
need,to. All he had to do was sit back and accept all the
luxuries o/ﬁrwto /twob}/ /u'ﬂ/vroa'eg/. Andy m/ﬁwt, nuof/u}f

/Swvn'tb roles was that afw Russian Robin toods who ‘plundered,
the rich for the poor” by taking gifts and immediately passing
them on to people in need:
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Who built the Great Pyramid? When? How? Throughout history these
questions have baffled students of archaeology. Egyptologists have
propounded all sorts of mystical theories, but most experts today have
concluded that the Great Pyramid was built by Egyptian citizens using
the simplest of tools and technology.
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cthercounirie. According to Adrian Wi, an anlytc socil pychalogit,
thehappiest ations i the wor are thos tht are “healty, wealthy,
andwise"-mearing thatthey make sure hat the mber of poor i their
country s ow, that good health areis provided,and that everyone has
acces to education (Komenov, 2006).

Sowhy can't Americaschidren take hokd of th edcational
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Firstperson | have tested these assumptions on a body of data gathered from

three anthropologists.
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Some critics have accused Rasputin of becoming ‘the tool of
others” in order to acquire expensive personal gifes or other
material advantage. Nothing could be further from the truth.
Rasputin was ‘too clever to sell himself to anyone.” te did, not
need to. All he hadto do was sit back and accept all the
luxuries o}ﬁnﬁﬁto /txﬁmb)//u‘ﬂ/tzrocéet)a And mfm:t, ouWu&f
ﬁwm'tr; roles was that of @ Russian Robin Hoods who ‘plundered,
the rich for the poor” by taking gifts and immediately passing
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Table 1

Operating Expenses for Micah's House

Educational Programs

Trisomy 18 Online Campaign

Public Outreach and Education

Research

Merchandise Program

Supporting Organization Activities
Membership Growth and Development
Management and General Expenses

Total Operating Expenses

$10,186,437
8,233,940
6,783,271
1,334,423
2,783,375
1,689,349
511,689
$31,522,484
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Personal Comment  The Tsarina’s initial attvaction to Rasputin

It became clear, ﬁomd&mmﬂ dacribwj W/ertmeeti«j
between Alexandya and, Rasputin, Mmmalgltkupww
monk gained entrance to the Tsarina’s confidence by offering
hopeforth&/waltlvofhﬂ/wnop%omm, at atime when she
was utterly sunk in grief and despair. In the grip of maternal
tervor, she wanted,to believe that God had sent a simple peasant
to perform miracles.
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Fiilép-Miller 366. The murder of Rasputin

Farewell letter from Empress Alexandra to the murdered,
Rasputin:
My dear martyr, grant me your blem‘«ﬁ to accompany me
onthe sorrowful road I have still to tread, here below: Re-
member us in Heaven in your holy prayers. Alexandr.”
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Better  Cigarette smoking harms the body by constricting the blood vessels,
accelerating the heartbeat, paralyzing the cilia in the bronchial tubes, and

activating excessive gastric secretions in the stomach.
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than do parents who have o money. Thre s often a single parentn the
home, but even when both parentsare present,they usually have to work
lang hours fo minimal wages and can spend e me with thei hidren,
Sometimes they lack bsic sl of ieracy and math and cannot supply the
training that chilen ned when entering Kindergarten (M oyd, 1998).

The physical envonmentin which poor chiren ind themsehves
can be one of abuse and akohlsm. Ao, poverty conlsbutes to 2 high
incidence o teenage pregnancis, drug sbuse, and pervasive violnce within
the eighborhood. This makes everychid a vitim. Many chiren are s0
afaid tht they actaly stay home from schodl, adding trncy o the
problem (Kl 1994).

Another e factor i the sue of housing. Our nation s one o the
bighest mobilty ratesof sl developed countries-annually sbout one-fth
of our peopie move. This especlly affects lon-ncome families ho are
often dislacec when rents ncrease orrental markets Eghten, According
o ne study in 1994, 41% ofall tirdraders from low-ncome aies
have attended at east two schools. And nearly 20% of all i raders
have attended thee or more schools, Chidren who movefrequently face
disruption i theives and ther education. And many times they are ot
belped toadjst totis dsrupton. The ates of famsly mobifty correlte
directlywith student underachievement. Chidren who have moved often
are more kel tohave behavioalproblernsas el (Kaptur, 2001)

Constanty having to move and be dsplaced definteyaffects
ilden in poor uban areas who can be an fclated group, deprived
of supportiv rlationshps and consstency n theives. Rural poverty
however, s also an increasing problem. “By 1986, the poverty ate i ural
areas vias 50% hgher than the urban ate” (Huang & Howley, 1991,p. 1)
Rural poverty tends tobe more deep-seated than that i urban areas. Often
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Mazarolia
aslosing ane’stemper; activelydefying orreusng o comply with an adult's
requestsorrles; delberately annaying peopl; rguing vith aduls; baming
othersfor one's mistakes o misbehavior; being angry and resentfu feelng
spitefulorvindictve; and being touchy o casly anoyed b others. Chiren
who enactthese defiant behaviors find it mpossible t lad normal lves or
o function on the most basicevels, Whie these behiorsar displayedin
multplesettings,they are most noticeale at home orat school (“Chidren
with Oppostonal” ).

In studying Matids'spersonaity from the perspective of eychology,
 keen observer might ceduce that Miatids delberately annoys people,
argues with adult,and ek angry, resentfuland vindictive.? Matida
doestcare whero she isplays heroutrageous ways--at home, at school, or
i public laces; thus,she i constantly butting heads it authory figures,
and that conflct eventualy lesds o erous clashes in which th authority
fgure wants o get rid of Matics.

What inevitably emerges from stucying the various evels of cause
s theview that Mati'sbehavior may be rooted in Mr.and Mrs.
Wormwood's pareting methods. Numerous maladaptiv famiy patterns
can contrbute to oppositnal defiant behavior. M. and s, Wormvood
arethe kindsof arents wh revealwhat prychologiss label “cogntie
distortions” thataggravate the maladaptive famiy patterns (Keamey 34)
These distorions inclue the ollwing: ) the requiremen that ne's chid
st abways obey, 2 the sense that achld must perfor asks perfecty,
3)the convcton that the chd acts with malicous nfet (Kearney 35)
Matida's parents befleve that thelrdaughte should obey orders without
fail and shouid abways make the righ decisions at home and at school.They
ascrbe her defantbehavorto an nherent dsie to annoy and anger acults.
‘Conseaquently, communication between the Wormwoods and thei daughter

slimited to hostle remarks and arguments,
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Informative Tutankhamen's Tomb and Its Dazzling Contents
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“Hello, Hello!" The telephone allows
long-distance conversation.
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Grammar and communication for children
Hubbard, L. Ron
371.3128 H875 c1992
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Subordinate  The first inning was already under way when | arrived at Yankee

Stadium.
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Right Justice Abe Fortas states, for example, that civil disobedience should
be directed only against “laws or practices that are the subject of

dissent."
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name of author inverted (period) + title of book or work underlined (period) + city
of publication (colon) + publisher + year of publication (period) + medium of

publication,
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Wrong William Faulkner? used Yoknapatawpha County as a microcosm of

Hhe Soulh as & Whals:
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Acceptable In Booth's fantastic mind, his act was to be “the perfect crime of

the ages and he the most heroic assassin of all times.”
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Notparallel ~ The king stood on the balcony. Then he decided to wave at the

crowd. Later he also shook hands with the foreign minister.
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Improved
emphasis

A child is considered gifted if the child has achieved a high score on
a specific test—the Oftis or Binet I.Q. test, for example. Characterized
by written as wellas oral questions so that the child has the oppor-
tunity to be creative, these tests are administered at the end of the

second grade to determine the proper placement of the child in third
grade.
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Parallel The king stood on the balcony, waved at the crowd, and shook

hands with the foreign minister.





images/00455.jpg
Chidren from poverty 10
providing workshops forteachers on parent communication. Home vts
may also e approprae for pares who lck he transprtaton necessary
o ttend sl functions (MeLoyd, 1998).

An effectve program s the Parent and Chid Educaton Program
(PACE), whichis designed o hlp bl parents and chidren o mprove
eracy. Parents werk on their own reading skl and tudy orth GED,
thus becoming modesfor theirchidren. These parents asolarn posiive
Ways o intract it thefcildren, Ths program has four componerts:

@ ety chidhood ecucation, @) adult educatio, 3 parent time, and

@ parent chid nteractiontime. Adulsare more ey toreman n
programs when theichidren areinvolved. A the cuminaton of this
program,aculs have improved thei sl by an average of 15 grade levels
and chiren have improved scadermic performance by a esttenpercntie
poins. Tissuggests trngly that successul academic expeience should
enharce the sefeficacy ofthe adalts as wel s the chren (Meloyd.
1998)

One aspect of our education! sysem that has had a psitve
inflence on higher educatin fr dsadvantaged youth s the crestion and
support of community clleges. More an more these coliegeshave adopted
asther mision th abjctiveof reaking the poverly cyce. Program
administratorsof commnity coleges have opened theirdoors o at 1k and

nontraditona” students whie many four.year coleges and obtraiing
programs have not Inadton,they ar reatingsustainabe developmental
proects eacing beyon Job taining programs. They are asking the
students"What woud make  possitke foryou 0 gt  college education”
and coming up with vible answers (Newberry 2000)

Another osiiv inovation has beenthe develpment of pmned
mentoring programs, which nk youth with oder, moe experenced at.
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Google www.google.com Sophisticated software crawls millions and
millions of web pages; functions almost like
a metasearch engine. Possibly the best and
most widely used search engine today. (Enter
your phone number in the search box and
see what happens.)

AltaVista www.altavista.com More than 4 billion web pages indexed;
returns comprehensive results from both web
pages and proprietary databases.

Ask www.ask.com A comprehensive search engine that suggests
various ways of narrowing the topic of your
search.

Excite www.excite.com Keywords on more than 50 million web pages.

Hotbot www.hotbot.com More than 54 million documents.

Mamma Wwww.mamma.com Databases of 10 other engines.

MetaCrawler | www.metacrawler.com | Databases of various search engines, including
Lycos, Infoseek, AltaVista, and Yahoo!

WebCrawler | www.webcrawler.com | Hundreds of millions of web pages.

Yahoo! www.yahoo.com Among the smallest search engines (fewer

than one million sites); high quality control
makes Yahoo! a researcher’s favorite; unlike
other engines, which use a search algorithm,
Yahoo! uses people to select its sites.






images/00333.jpg





images/00454.jpg
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e The childbegins to spend her afternoons reaing nthe rary and

by her 0t bithday has devoured such classics as Olfver Tt and Animal
Farm.

Being the brightitle i she i, Matid exacts her revenge against
her parents thragh  sresof annoying pranis, She s th insde rm of
her father' bt with supergle. When herfather puts on the hat he finds t
impossibl o take t off. He s foced to seep withthe at on, and afteran
ncomfortabl nigh, has o cut i of, leving hisharlaoking as f he'd been
butchered by a bad barber.She wedges a ickage contining a parotin
the chimney of thefrplsce, scaring he parents ntothinking that the house
bada ghost

T batteto control and handle Matida was constant and extended
beyond the famiy. M. Trunchbull, th headimistress of Matid's rimary
school, was broughtnto discuss Matida's agaresie behavior. Like
M. and M. Wormmwood, Mrs, Trnchbull b kst all ptience with
Matida's disruptive antics, She vehementy expressed her desie to place
Matiéa na reformatory for deinquent schoolgis, descrbing Matida as
defiant and overconfidnt. Mrs. Trunchbul had been notifed of Matida's
mischievous personalty by M. Wormwood: *He tld me the daughter was
abad o, He sad to watch her. He said that f anything bad ever bappened
the school, it was cerain to be s daughter who did " (Dahi79) With
the help of hr mischievous and deviant friends, Matida had become known
asthe school prankter

The portrat of the ive-year-od gl that would emerge would lead to
the concluson that Matida sffere from what s known as “opposional
defiant disoder” (ODID), a pattern of armfu,hostle, an defian behavior
lastingateast six morths, during which at st four out of eight possble
symptoms are present (dash 1781 The eight symptoms nclude such acts
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Imimediately apparent; PMT and FFT require patence and perseverance
{0 orderto yeld successful results. If Matida'sparents fa to follow the
reatment guidelnes,the defiant behavior wil persst and lily become
The absence o other eaming dsorders, mood diorders, o
conduct disorders increasesthe kelihood that Matida wil recove. M
and s Wormwood have expressed  trang dese o dealwith her
defiant behaviors. Withtime,efor, and consistent applcation of the sils
learmed intherapy, Matica wil succesfull overcome hr oppositonsl
defiant disorder.If Matida were ot a Herary charactr hr outook for
improvement wouid be good >
Butwould 7 For al the panoplyof pychology and theorzing
about behaviorand rlationship dynarics, he actstil remains thata
successtuloutcome of this peychological trestment s unliely beceuse of
the fundamenta disparity invakues that exist betuseen the Wormwoods and
theirprodigy daughter To make things beter, the Wormuoods do ot need
tobe inculcated with parenting techniques so much a they need to change
therfundamental values along the lne of common serse,In s case the
environment which Matida's unfecling and stupid parents create s as much
toblame forthe coflct between the generations as are the psychological
dynamics of th family.Some familles need th itervention of psychology
andithe intemalacjustment offered by therapy. Others have o overcome.
e habits pcked up by conscous choie that present a barer to open
communicaton, M Wormwood neds o stop being a used-car salesman
crook, and his wie needs o play lss bingo. Bt how such fundamental
changes can be made without rebirth ofall the particants s a mystry
True, individualpsychology s atwork i this famil. ut 5o s realty. O, a5

Freud sid, “sometimes a ciga s st a cigar” (Bainy Quotes)
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Map
974.1
Nat. National Geographic Society
Maine with the maritime provinces of
Close-up Canada. Washington, D.C., 1975.
sounn.
FILMSTRIP
140 Basic systems of philosophy.
Bas (SOUND FILM-STRIP) . Westwood

Educational Productions,

TAPE RECORDING

290 Conger, George P.

con Philosophical basis for world religion.
Cincinnati, Ohio, Sound Seminars, n.d.

FILM 10OP  SCATTERING--EXPERIMENTS.
531.1133 Diffraction and scattering around cbstacles.

Dpif Baucational Services, 1964.
xIT

327.73 The Making of American foreign policy. (Kit)
Mak Newsweek Educational Division.--New York:

Newsweek, c1977

Life and arts in the XIIT century.
(SOUND SLIDE). Harrison, N.Y.,
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51 col. slides. 2 X 2 in.
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Album 1, Books I and II.
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Gen.
Exod.
Lev.
Num.
Deut.
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More exact

The occupations of the four major castes were spelled out in the Laws
of Manu: The Brahmin were to teach, interpret the Vedas (holy
scriptures), and perform the required ritual sacrifices. The Kshatriyas
were to be the wartiors and social govemors (even kings). The
Vaishyas were to tend the livestock and to engage in commerce in
order to create wealth for the country. As for the Sudras, they were to
become the servants of the three higher castes-~doing their bidding

without ihabes o fesentinent
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Varied Poetry is regarded by many as the highest literary art form. Nowa-
days, however, it has become unpopular. Whereas poetry used to be
read very widely by the middle classes, today it hardly is ever read by

anyone.
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Chidren from Poverty 12
peycholagists can hep design strategies o reduce ensins,hep people
recognze and attain success, and elp thefeel i control f ther ves
Addtonaly, th counselor can be a much-needed source of stength and
supportfor students (Kely, 1994)

It il too caly t detemin the long term efectivnes of these
intevention. Ve, itssfe tosay thatfamilesar becoming empovwered
Agencies re working tgether bettr to address the needs f poor students,
and these chiren are eaming the value of cducation and lteracy. They
have improved thei cadernic erformance and thei parets have improved
thir lteracy skls. Ths the sef-eficacy of both parent and chid has
improved grealy (Mcloyd, 1998).

This sty has helpd me to clarfy the probems and baries our
ilden and youth fom ow-ncome homesface environmentally and
eductionly We have made some srides toward helpng t sove some
ofthese probems,but much reminstobe done. Thos of us who work
ety vith such chiren can make  es ifeence inthei ves Athough
fnced withan uphil batte, these ciren can succed, That would e &
legacy ofwhich il Americans coud b proud.
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Does the title give the reader a clue to the subject of the paper?

s the thesis clear and positioned properly (in the opening paragraph)?
Do the paragraphs support the thesis?

Does the paper move coherently from beginning to end?

Are sources introduced properly and cited correctly in the body of the
paper?

Are quotations woven smoothly into the text?

18 thie piper free of gramimiaticnl: oe inechumesl ervons?
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Human thoughts and emotions
become subjects of study.
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In parenthetical  This attitude is central to the archetypal approach of interpreting

itati
chaion poetry (Fiedler 519).
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spellcheckerin, 96, 189, 296
thessurus in, 95
Words
conclseness of, 136
in dates, 277
filler words, 137
forelgn-language words,
282,285
Byphenation of, 283264
taales or underlining of, 281282
Jargon, 135
as linguistc examples, 262
meaningless words and phrases, 137
umerals versus, 188, 220, 221, 240, 241
275,277
overuse of phases versus use of single
nouns, 136-137
redundant expressions, 137
revision of, 134-138
rules for, 138-139
series of 262-283
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See also Abbreviations.
Working bibliography, 76-78
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Internet
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Notes

1. The label “0DD" s it used in 1992

2.Dahis Matida bears may of the character tats ound i Tl
Eulenspiege, the famous and beloved fourteenth-century prankster hero
who has become asaple of German follore. Hisdirty ik, prarks, and
pracica jkes were supposed o confound the snobbis burghers and
overbearing aristoats in medieval Germay.

3. Other famous ficionalcharacters who have been consiered
appropeiate subjects for psychologiel analyssae the folowing: Sophoces'
Occipus, Wilam Shakespesr's et Thomas Hardy' uce, lane
Ausen's lzabeth Bennet,Henty James's sbel Archer, T 5. Eot's Afred
Prfock, Tennessee Willams' Banche Dubos, and st Heminguisy's

ke Bames—to mention only a few.
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Better

Although numerous studies acknowledge that the extensive time spent
by students watching television has contributed to a decline in Scholas-
tic Aptitude Test scores, leading educators are convinced that television
holds immense promise for the future of learning, provided that the fam-

ily and the community prudently monitor its use.
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Wrong. In A Matter of Life Bertrand Russell emphasizes that law “substitutes a
neutral authority for private bias,” and he believes this to be the main

advantage of the law.®





images/00550.jpg
for volume numbezs, 147
Sesalo American Pychologesl Associ
ion (APA) stye, Documenttin;
Modern Language Associatian
ML) sty
Passivevoic of verbs, 130-131, 134
Peer resiew
ofjournal artiles, 56
for resarch paper, 189, 224, 241
Peoples names, 282-263, 284
Percentages, 275-276
Pesformnces
wlicsor underlining for tles of, 219
I “Works Cied” (MLA syl) 170-171
periodicals
abstracts of periodical sricls, 71,74
book Industry journals, 298
dirctoies o, 301
clectonic jouroal, 56
footmatesiendnates for, 233-235, 236
ndexes 0, 71-75, 299300
talicsor underlnin for s o, 27
nlbrary. 31
microform indexes for, 24
online fullext dutsbases of, 24
online periodical, 4,56, 166, 210
paginaton ofarices in, 159, 160
pogination of vlumesof, 15, 160,
204205, 233234
peer reviw of fournalaricls, 56
publcaion information on, 157-158
quottion marks forsricks in, 279
I “Relrences” (APA syle), 203-208
eference works o, 298-300
sample rlerence 10, in“Works Cied'
LA syl 159-161
skimming periodical aices, 79
thesis of perodical artcle, 70
unlon It o, 302
volume number and lsue number o,
157138
" Works Cued (MLA syl 157-161,
165166
ez alo Databses; Magzines:
Newspapers
Personalcommentary In research paper,
Pt





images/00428.jpg
In parenthetical  Although it has had its detractors, the idea has been championed by

fa
ciation atleast one prominent critic (Trilling 108).
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Louis 1
Julius Louis
Professor Tyler
Law, Society, & Pop Culture
September 2007
Innocent until Proven Broke:
Corporations and the Law
“Liberty is too priceless to be forfeited through
the zeal of an administrative agent,” says Frank

Murphy, the noted associate justice of the U.S.
Supreme Court."
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HTTP  Short for hypertext transfer protocol; a method a computer uses to
find a file
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Mazarch 1
Davina A Mazarol
Profesor Brennan
Peychology 102
7 November 2007
Paychology and Realty n Roald Dah/'s Matida

Freud said, “Bverywhere | g0 find a poet has een there before
me” (Lywelynet). What he meant ws ot eraly  poet buta wrier
and f he were alve today, he would point ot that some dassic case
istoris i paychology were depicted it i works of erature. But often
thepsychalogicl tuththat can b ditiled sbout  ctional character
completely ignores the commonsense realies of the character' fe. A case
n poitis Matids, charaterin Roskd Dahl's nove b tht e, Using
the theoreical ool of modern psychaogieal assesment,the pychologist
an ceate  comprehensive case study of ptiet unctining and uncover
possible actors affecting behavior. But, as this paper wil show the
micoscopicasessment of modem psychalogieltheory often ovrlooks the
conentional causespresnt n the envirorment that determine the behavior
of a charactr s much asdo peychological forces.

Matida Wormwood i  emarkablefve-year-old chid with a gelus
1Quand powerful pychokinetic abifies. According f her creator, Matidls
parents regarded her obvious precocty with ndiference an thought of
her s nathing more than asca thy could hardy walt o fick away
(D3 10-19) While most parents are quick o exaggerate the minor
accomplshments o thei hiden,both the Wormwood parents regarded
their precocious chid astootalkatve and scolded her fo prefering reading
o watching stupid televsion programs Matida was passed overin thei
afectons infavor f her oderbrother, Michae who wias not oly ordinary
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Fig. 3. A Grecian kylix from Ancient Greece
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Bee fore wee rote with checkers
Hour spelling was inn deck line.
But now when wee dew have a laps,
Wee are not maid too wine.





images/00431.jpg
Mazaro 5

Misdrected negative reinforcement has been found to augment
il deiance and famiyconfict (eamey 37).Every tme N, and M.
Wormvcod yel at Matida, she feclsa growing senseof hostiy and anger.
Each spiteul rick Matida plays on her family s preceded by an argument or
a0 antagonistc comment diected ather by her prents When confronted
abouther behavir,she avays egns innocence. Chiden with ODD have
been found t respond totheats o their autonomy with anger, they aso
i o show any fear o disciplnary acin (Hoffenaar et al 75)

Anotherfactorneeds to be consdered. Matéa'sseeming acceptance
ofdeviant behavor a5 appropriate may stem from her associaton with
deviant pers. Resarch has shown tht “chidren tend t conform to peers
‘who engage nsimiar antiocl behavor” (qd.in urke et al 1281). For
example,  chid who becomes frinds with defan kids can exacerbate
Hisorherow defant behavior, Hortesiaand Lavender, Malid's two
est fends, could be conrbuting to hr undesieble conduct. Both g
oftn get no roubl a schookyet, Mati descrbesthem n lowing
tems, nssting thatthey are gutsy and acventurous. The voluntary and
afectonate nature of such peer relatonsips can srengthen conformity o
deviant behavirs(Hoffenaar et al. 76)

The most efecte reatment for oppostional defant befavior s
saidtobe Parent Management Training orPMT (Doween 164). This type
ofprogram teaches parents secic sl theycan use o change a i’
problematicbehaviorathome. Th sl are designe to change the patterns
ofparent-<hid interactions (azgin 78) I he bele of sychologists
that atering th paters of commnication of M and Mrs Wormwood
wil reate a warm, empathetic environment tht il evertually vercome

Matda's aggessive tendencie.
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URL  Short for uniform resource locator; technical term for an Internet
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Benson (1997) reported that one in five women was destined for breast cancer.
His study is considered accurate and has been the basis for extensive reevaluation

of women's disease prevention.





images/00430.jpg





images/00551.jpg
5a





images/00312.jpg
Poor Cigarette smoking wreaks havoc on the body.
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Not In Booth's fantastic mind, his act was to be . . . "the perfect crime
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acceptable of the ages and he the most heroic assassin of all times.”
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Indirect According to Katharine Slater Gittes, the main purpose of the gasida,
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quotation a pre-Islamic ode, is to glorify the life of the Bedouin wanderer.
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Poor Henry James is the Frank Lloyd Wright of the American novel.
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FTP  Short for file transfer protocol; a set of rules that computers use for
transferring files





images/00427.jpg





images/00418.jpg





images/00539.jpg
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Indirect J. K. Galbraith suggests that in an affluent society, people don’t make

quotation
any useful distinction between luxuries and necessities.
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Thesis

He is a vagabond in aristocratic clothing--shabby but grand. As he
scurries along in his cutaway and derby hat, aided by a cane, he is obvi-
ously a tramp, but a tramp with the impeccable manners of a dandy. He
is willng to tackle any job but seldom does it properly. He often falls in
love, but usually the affair sours in the end. His only enemies are pomp-
ous people i places of authority. The general public adores him because
he is everyman of all times. Charlie Chaplin’s Tramp has remained an
intemational favorite because he is a character with whom the average

person can empathize.
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Electricity changes cities into
modern metropolises.
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What says the married woman? You may go;
Would she had never given you leave to come:
Let her not say 'tis | that keep you here;

| have no power upon you; hers you are. (1.3.20-23)
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version A

(lgarzed)

‘When Alexander lll died on October 20, 1894, he was succeeded by
his son Nicholas, who was more inteligent and more sensitive than his
father, People who knew him well and also some who knew him only
superficially testify that he was exceptionally charming as a person. This
charm, however, was associated with weakness and an inability to make
decisions. Nicholas always seemed to agree with the last person he had

talked to, and no one could predict what he would do next.
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of type-A people, who often set themselves up for failure because their best
efforts never seem good enough. In contrast to type As, type Bs pride themselves
on their optimism and relaxed attitude. Type Bs are the kind of people who

study hours for an exam and do poorly, yet they still feel good about themselves

because they did all that was possible.
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As well as being a famous and much loved book, the Life of Johnson
is a work that raises fundamental questions about the nature of
biography itself. Is it possible for a biographer to fully understand what
it is like to be another human being? However careful and diligent the

writer, can biography be accurate, that is, faithful to life? Everybody
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pliic, justic, business, and 50 on Corporaions have th lobying might--
toinfuence and change the law-—tha cannot be matched by an indvicuals
efort, “Lberty i he soufs righ to beath and, when it cannat take  long
orcath,laws ar gl tootight*”

Our society entes the courtrooms to find th tuth, but finding the
{ruthtakes tme, dealy, the legal proces shouid go onaslong s takes
for both the defendant and the plain toargue thei case with whatever
ard evidence theyhave unl ustc s srved. Unfortunately, what really
Happens i many cass s summed up 1 a quip ofen used ameng bar
members:innocent untl proven broke. At the ot of this qup s grim
admowfedgment of the economicnequalty i our egal system.

These arguments concening th egal systes reatment of
corporations ae endiss, and the ength oftis asignment s my
response,butth reader st know thatt s posse to “pierce the
corporate vei” The corparaton' vels s abilty to betrested s
individa! i the courts.

HowellWalsh sid, " corporation cannot blush .« body, s true;
s cetainly  head--a new one evry year;arms it has very long ones, for it
can esch st anyihing; .. thost to swallow the ights o the commny,

and s stomach to digest them! But who everyet dicovered,in the anatomy

of a corporation either bowels or 2 heart?

7. Good Will Hunting, Dir s Van Sant i per. Robin Willams and
Mt Damon (Los Angeles: Mitamax, 1997)

8. Quoted n Infemational Encyclopedia of Pose and Poitcal
Quotations (New York: Hot, Rinehrt & Winston, 1951, p. 285






images/00542.jpg
ki






images/00417.jpg
ChidrenfromPoverty 11
This s essental o those chichen and adolescents who are deprived of
supportve adult relationshipscsewhere. The definton of & mentoring
elationship i the following; "A supportie relaionship between a youth or
young adult and someane more seior i age and experience, who offers
suppor, guidance, and concrle assistance s the younger partner goes
through a difficul period, enters anew area of experience, akes on an
mportant tak,or cortcts an ealer problem’” (Ascher, 1988, p. 1)

During mentoring, mentees dentfy with theitmentors; 2. resul,
they become more able o dofor themseives whatthee mentors e
done for them, Mentoring incudes both psychosacil and mstrumental
aspects. In peychosocil oles, mentors are counselors and roe models,
giing confrmation clarfication and emotionalsupport In nstrumental
oles, mentors ae eachers, adhisors,conches,acvocates,and dpensers
of concrete resources. A el ingredient of a ioring mentor program
s theestablihment of tustbetween the mentor and the mentee. f this
s atained, mentoring can improve the socilchances of adolescnts by
leading them o new resources an by providing them with much-eded
supportand encouragement (Asche, 1988)

Fialy,school counslors and psychologits have a rucl role o
play in working with these disavantaged youth and acitating change in
theschools and i the commenty.With their pecilzed trairing thy are
. positon to help dose the gaps nservices for children, They also have
the opportunty to examine eisting systemic ntervrtions i the school
and suggest improvements and ntiate new inervention. They can work
with teachers and prinipalsin managing and acclmating these changes.
They can als educate the community about the change process, being
aware of community srvices that may be avaiable, making referals to

them, anl cordinating thos services with schoolsenvice. Counselors and.
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threat of world obliteration.
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the word stea of acknowedging them as deologies™ Tyson's Marist
analyssof the American Dream--or the ight o th accumulation of
weath-reveals the oversigh of materiaand historicalcondions that
brought about thesystem. Ourlegal system attempts to countr these
mperfections by enforcing b of thics, whichonly permits enrance
o morally and ethically soundindidual.Butas Fench moralst Marguis
de Vanvenarguessid, “Law has o power to equalze men ndefiance of
nature ™ f our system, as Mar and Tyson claim, s alegedly constucted
i oersghtofnature and i the unnatural proces of hsrding wealth,
then accoring to Vanvernargues, the  has no povr o equal that
fundamenta nequlty.

ndeed, the aw has no power o equaize-especialy when our
curent sytem recogrizes 2 corporaton 8 anindivicalvhen s nct.
Edviard Thurlow ance asked, “Did you ever expect s corporation to
have aconscence, when i has o soul o b damned and o body tobe
Kicked?" A century el i Ecwar Coke had echoed the same theme.
‘whenhe sid, “Corporationscannot commit treason, norbe i, nor
excommuricated,for they have o sois "¢

Since the gl system'efic stemfrom a system orcode o moals,
ithas a dutyto distingishthesoul o an indvidual from the plthora of
s that constiste & corporation. Corporatons ave acantages over
individuals i  number o iferent arenas, which incude the reams of

3. Lo Tyson, Ctical Theory Today: A Userrienly Guide (New
York: Garand, 1998),p. 76.

4. W. Gumey Benham, Putnam's Complete Book of Quotations,
Proverbs and Household Words (New York: Putnam, 1927),p. 87.

5. The Oxiord Dictionary of Quotatons (Oxford, England: Oxford
Universty Press, 1979).p. 550,

6. Quoted in Elaabeth Frost Knappmn and David S Shrager, The
Quotable Lawye;re.ed. (New York: Checkrmak, 1998),p. 29.
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Fig. 6. A large hawk on the wing
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The speaker in “Mending Wall" is a New England farmer whose neighbor

believes that “good fences make good neighbors.” Whenever part of the rock
between the neighbors' properties  together
wall collapses, he calls his neighbor, and they jently walk the line to repair the

breathes
heles. The speaker realizes that this wallis unnecessary because “He is all pine

and | am apple orchard." In other words, there are no cows to wander into each

other’s terrtory. But the neighbor is a blind conformist whose ancestors built

Like his father and grandfather before him, he holds to the traditions that well-defined

wall; therefore, he, too, will mend a wall.,property lines make good neighbors. He never
questions the reason for such a tradition
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Fig. 4. A bone discovered by Mary Leakey
in Tanzania






images/00530.jpg
[ 114}





images/00408.jpg
Lous2
an enormous and unfalr advantage ovr the et ofusas t acualy pose:
a grave dangerto ourlegal system True, our judicl sysem docs provide
aegalprocess that alows il f be judged by a ry o unbiased peers.
Intended t nulfy any Ingering racl and socl nequalte, the system
has mre or e accomplshed this am.Butt doesnottake nto account
a dangerous loophale i thsjust and commendable proces:ramel, the
conamie nequalty that existsbetween the indvidual igant and powerfl,
afiuent coporatons

Popuar cuture has crticzed s aspect o the v reeatedly in
it analyis ofth court.appointed attomey.Such attoreys are usually
represented i popular culture s incompetent, wesk, and spathetc This
portayal s grounced in economic logie s wel. A good atorney (sssuming
greed 252 motivein the capalst system) woukd surely it o work ora
highpaying prvatefrm. Were our economic system asocalst or even a
commurist sysem,the word ol indubitbly ave morefsth nnot ol
owyersprovided by the court butlawyers n general Ve, all hman beings
are granted equal rightst ey, o property, and to equal protecton
nderthe s, Does ot theright to propery make cloudy the ightto
bery, i such economic acantages of poperty can be sed toasure
nequal epresntation befor equal protection ofthe law? The power
of this deoogy--our bele i the famess and aturalnes of the rightto
property-masks the realty tha theacqusion of a weathylfestyefora
few ests o the miseryofthe many.

Lo Tyson,in rtical Theory Today,writes that

dealogies promote repressive poltcal agendas and, n order to ensuretheir

desiable

acoeptance among citzenry, pass themselves of asnatural ways of seeing
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Table 2

Significance of Differences Between Mean Grade Point Averages of Male

Achievers and Underachievers From Grades 1 Through 11

Mean grade point average

Under-

Grade _achievers _Achievers F P t P
1 281 256 197 ns* 144 ns.
2 294 264 194 ns. 177 ns.
3 303 258 149 ns. 283 o1
4 319 272 103 ns. 296 o1
5 328 275 1.02 ns. 371 o1
6 333 267 133 ns. 446 o1
7 325 2.56 102 ns. 5.80 o1
8 336 250 159 ns. 623 o1
9 325 214 132 ns. 10.57 o1t

10 313 187 130 ns. 10.24 o1
n 281 1.85 4.05 02* 546 o1

*No significance.
"Yields significance beyond the .01 level.
*Yields significance beyond the .02 level but below the .01 level.
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