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Introduction

1.Narrowing you focus to a manageable topic

2 Locding source materials and taking rotes

3.Analysing, evaluating, and interpreting materials

4 Arranging and classifying materials

5.Writing the paper with a sexse of purpose aswell as with
clarity and acarracy

6.Handing poblems of quaing and properly documenting you
sources

1 Finding atopic

1.1t must examine a sgnificant issue

2.1t must address aknowledgeable reader and carry the reader to
another plateau of knowledge

3.t must have a seous purpose, ore that demands analysis of
the isaues arguesfrom a position, and explains complex detail s

laGenerating ideasfor aresearch paper projec

Using personal experiencefor topic discovery
Takingwith othersto find a subject
Speaulating abou your subject to dsoover ideas
e Keguing areseach journal
e Freewriting
e Listing key words
e Arranging key wordsinto arough otline
e Clustering
e Asking qiegions

1b Using acomputer search to discmover atopic

Surfing the Internet for atopic
Using CD-ROM to findatopic
Using the Public Acces<Catalog (PAC) to find atopic

1c Using printed sourcesto formulate a topic
Scanning periodicals and bools

Scanning an encyclopedia aticle
Seaching the headingsin the printed indexes

1d Drafting aresearch proposal
The short proposd
a. The purposeof the paper (explain, analyse, argue)
b.The intended audience (general or speciai sed)
c.Your position asthe writer (informer or advocated)
d.The preliminary theds saitence or opening hypdhesis
Thelong poposa
Explaining yaur purposein the research proposd
Identifying yaur audiencein the reseach proposa
1.Identify your audience and regppondacardingly
2 Meet the nedds of your readers
3.Invite your readersinto the discusson
Identifying yaur role as aesearcher in the proposa
Express$ng yaur thesis setencein the research proposd
Using an enthymeme




1le Narr owing the general subjed to aspedfica topic

Narrowing the topic by comparison
Redrictingand rarrowing with disciplinary intereds
Narrowing the topic to match source materials

2 Gathering data

e Seach the available ©urces

o Refine the topic and evaluate the urces
¢ Real and take notes

o Use omputer seaches

e Usethe gpendixesof thisbook

2al earning the organisation of your library

Circulation desk
Referenceroom

Public AccessCatalog (PAC)
CD-ROM databasefadlities
Reseve desk

Stacks

Interlibrary loans

Photocopiers

Nonprint materials

Archives and spedal collections

2b Developing aworking bibliography

1.Author’s name

2 Title of the work

3.Publicaioninformation

4 Library call number

5.(Optional) A personal note eou the mntents of the surce

2c The dedronic library: using acomputer serch

Using a seach engine

Using a ubject diredory

Using akey-word search

Accesing orline magaznes ad journals
Using Gopher, FTP, Telnet, and aher protocols
Examining library holdings via Internet access
Using CD-ROM

2d Using the printed bibliographies

Staring the serch with general bibliographies
Using the trade bibliographies
Using a shortcut: seaching the gecialised bibliographies

2e Searching the printed indexes

Seaching the printed indexesto periodicals

Seaching an index to abstracts

Seaching the bibliographical indexesfor authors and persondlities
Seaching the newspaper indexes

Seaching the pamphlet files aad pamphlet indexes




2f Searching theindexesto government documents
29 Searching for essays within books

2h Using the microforms

2i Using the printed catalog cards

Distingushing the Dewey Dedmal System from the Library of
CongessSystem

2j Collecting data outsidethelibrary

Interviewing knavledgeable people

Writing letters

Examining audiovisual materials, television, and radio
Attending ledures and pulic addresses

Invedigating local government documents

Realing persona papers

Conducting a survey with a questionnaire

Writing a casestudy

CondLcting experiments, teds, and measirements

3 Organising ideas and setting gods
3aCharting adirection and sdting gods

Using you research propcsd to drect your nate taking
Listing key words and phrasesto set directions for note taking
Writing arough oline

Using qedionsto identify issues

Setting gals by using the modesof development

o Definition

e Comparison and contrag

¢ Process

o lllustration

e Cause and effedt

o Classfication

e Analysis

e Desciption
Using approaches acossthe aurriculum to chart your major ideas
Using you thesisto chart the direction d your reseach
Revising you goals during reseach

1.What is my role asresarcher?

2What is my thess?

3.How spedalised is my audience?

3b Using academic models (paradigms) to stimulate your note
taking

A general all- purposemodel

Identify the subject

Explain the problem

Provide badgroundinformation

Frame atheds saitence
Analysethe aubject

Examine the first mgjor issie

Examine the seondmgjor issue

Examine the third major issue
Discaussyour findings

Redate your thesis

Interpret the findings

Provide answers, solutions, afinal opinion




Paradigm for advancing you ideas and theories

Introduction
Establish the problem or quedion
Discussits sgnificance
Provide the necesary badgroundinformation
Introduce experts who have aldressel the problem
Provide athesis saitencethat addresseghe problem from a
perspective not yet advanced by others

Body
Traceissuesinvolved in the problem
Developapad to present examination
Compare and analysethe details and minor isuues
Cite expertswho have aldressé the sane problem

Conclusion
Advance and defend you theory as it grows out of
evidencein the body
Offer directivesor plan of action
Sugged additional work and reseach that is needed

Paradigm for the analysis of credive works

Introduction
Identify the work
Give abrief summary in ore seitence
Provide backgroundinformation that relatesto the thesis
Offer biographicd facts @ou the aithor that relate to the
spedficisaes
Usequaations and paraphrasesof authoritiesthat establish
schdarly traditions
Write a theds sentence that establishes your particular
views of the literary work or other art form
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Body
Provide an analysis divided acording to such elements as
imagery, theme, charader development, structure,
symboalism, narration, languege, and so forth

Conclusion
Keeg a fundamental focus on the aithor of the work, na
just the dements of analysis as &plained in the body
Offer a @nclusion that explores the cntributions of the
writer in concord with you thesis setence

Paradigm for argument and persuasion papers

Introduction
In ore datement edablish the problem or controversia
isaue that your paper will examine
Summarisethe isuues
Define key terminology
Make mncessions on some points of the argument
Use qudations and paraphrases of sourcesto buld the
controversial nature of the subject
Provide badkgroundto egablish a past/present relationship
Write athessto establish you position

Body
Arguein defenceof one sde
Analysetheisaies both pro and con
Give evidence from the urces including qudations as
appropriate

Conclusion
Expand you thesisinto a onclusion that makes dear your
position, which shoud be one that grows logicdly from
your analysis and disausson d theisaes




Paradigm for analysis of history

Introduction
Identify the event
Provide the backgroundlealing upto the event
Offer quaations and paraphrasesfrom experts
Give the thesis sentence

Body
Provide athoroughanalysis of the badkgroundleading up
to the event
Trace &ents from one historic episode to anather
Offer a dirondogicd sequence that explains how one event
relatesdiredly to the next
Cite authorities who have dso invedigated this event in
history

Conclusion
Redfirm your thess
Disauss the consequences of this event on the @urse of
history; that is, explain howv the ourse of history was
dtered bythisone event

Paradigm for a cmomparative study

Introduction
Establish A
Establish B
Briefly compare the two
Introduce the central isaues
Cite ource materials onthe aubjects
Present your thesis

Body (chocseone)
Examine A
Examine B
Compare and contrast A and B
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Compare A andB
Contrag A and B
Disassthe central issles
Issel
DisaussA andB
Issue 2
DisaussA andB
Issue 3
DisaussA andB
Conclusion
Disaussthe significant isaues
Write a onclusionthat ranks one over the other
or
Write a onclusion that ratesthe regective wisdom of ead
side

3c Writing aformal outline

Using standard ouline ymbads

Writing aformal topic outline

Writing aformal sentence outline

Using you notes photocopies Internet printouts, and reseach
journa to enrich an autline

Using kadc, dynamic order to chart the murse of your work

2¢

4 Finding and reading the bed sources
4aFinding the beg source materials

Consulting with your instructor and the librarians

Using recent sources

Evaluating Internet sources

Usingjournas rather than magaznes

Using schdarly boolks rather than trade books and encyclopedias
Using hibliographiesto evaluate an author

Conducting a dtation search

Examining the bookreviews




4b Reading dl or part of a source

Evaluating an article
1 Thetitle
2.An abstract
3.The opening paragraphs
4 Each topic sntenceof paragraphs of the body
5.The dosing paragraphs
6.Author credits

Evaluating abook
1.The table of contents
2Thebookjadket, if oneis available
3.The foreword, preface or introduction
4.The index
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4c Regonding to the urces

Seleding key ideasfor your notes

Outlining the key ideasof a ource

Making ndations on Photocopied materials

Writinga simmary or aPréds

4d Seleding amix of both primary and se@ndary sources
4e Preparing an annotated bibliography

4f Preparing areview of theliterature on atopic

5 Writing notes
5a Creating effedive notes

Using a omputer for note taking
Developing hendwritten notes

5b Writi ng personal notes
5¢ Writing direct quotation note cards

Quoating the primary sources
Quating the scondary sources

5d Writi ng paraphrased notes

1.Rewrite the original in abou the samne number of words

2 Provide an in-text citation to the source

3.Retain exceptional words and phrasesfrom the original by
enclosing them within qudation marks

4 Preseve the tone of the original by suggeging moods of sdire,
anger, humour, douli, and so on

5.put the origina aside while paraphrasng to avoid copying
word for word

5e Writing summary notes

5f Writing précis notes

Usethe prédsto review briefly an article or book
Usethe prédsto write an annatated bibli ography
Usethe prédsin a plot summary nate

Usethe préds asthe form for an abstrad

5g Writi ng notesfrom field research

5h Avoiding plagiarism

Documenting you sources for a purpose
Understanding plagiarism so youcan avoid it
1.Let the reader know when you begin barowing from a urce
by introdicing the quotation a paraphrasewith the name of the
authority
2.Enclosewithin qudation marks dl quoted materials
3.Make ceatain that paraphrasel material has been rewritten into
your own style and language
4.Provide ecific in-text documentation for each barowed item
5.Provide abibliography entry in the “Works dted” for every
sourcecited in the paper




6 Writi ng the paper
e Bepradicd

e Be uninhibited
e Bejudicious
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6a Writing afinal theds sentence

Using gqedions to focus the agument
Using key words to focus your argument
1.Does it expressyour pasition in a full, dedarative sentence,
which is not a quedion, nd a statement purpose and nd
merely atopic?
2.Doesit limit the subject to a narrow focus that grows out of
resarch?
3.Does it establish an invedigative, inventive elge to the
disoovery, interpretation, a theoreticd presentation?
Adjust your theds during reserch if necessay

6b Writing atitle

6c Understanding yaur purposeand your roleasawriter

o Ethical appeal
e Logicd appeal

6d Drafti ng the paper from your notesand outline

Citing more than ore ©urcein aparagraph
Writing from your outline and rotes
Safeguarding you work ona cmputer
Transferring graphicsinto the text

Writing in the proper tense

Using the language of the discipline
Writing in the third person

Writing with urity and coherence

6e Writing the introduction of the paper

e SUBJECT - Identify your specific topic, and then define, limit,
and rerrow it to oreissle

e BACKGROUND — Provide relevant historical data

¢ PROBLEM — The paint of a reseach paper is to explore or
revlve aproblem, so identify and explain the complications
that you see

e THES'S SENTENCE — Within the first few paragraphs, use
your thesis setence to edablish the direction o the gudy and
point your readers toward your eventual conclusions

Opening with you thess statement

Relating to the well known

Providing badkgroundinformation

Reviewing the literature

Reviewing the history and badground d the subject
Taking exceptionto critical views

Challenging an assimption

Providing a brief summary

Defining key terms

Suppying data, statistics, and special evidence
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Avoiding ceatain mistakesin the opening

e Avoid a purpose statement, such as “The purposeof this gudy
is...”

o Avoid repetition d thetitle

e Avoid complex or difficult quedions that may puzze the
reader

e Avoid simple dictionary definitions

e Avoid humour

e Avoid hand-drawn artwork but do uwse ©mputer graphics,
tables and aher dedgnsthat are gpropriate to your subject

e Avoid a quaation that hasno context




6f Writing the body of the research paper

¢ ANALYSIS — Classfy the maor isues of the dudy and
provide acareful analysis of ead in defenceof your thess

o PRESENTATION — Provide well-reaned statements & the
beginning d your paragraphs, and supgy evidence of suppat
with proper documentation

¢ PARAGRAPHS — Offer a variety of development to compare,
show process narrate the history of the aubject, show causes
and so forth

Relating atime s@uence

Comparing a contragingisaues critics, and literature dharacters
Developing cause and effed

Defining you key terminology

Showing aprocess

Asking qiegions and providing answers

Citing evidencefrom the ource materials

Using avariety of other methods

6g Writi ng the conclusion of the research paper

e THES S — Redfirm the theds sentence and the central misson
of your study
¢ JUDGEMENTS — Disauss and interpret the findings
e DIRECTIVES — Basal on the theoretical implicaions of the
study, dfer suggedions for action and for new research
Redating the thess and reaching beyondit
Closing with an effedive quadation
Returning the focus of aliterary studyto the aithor
Comparing pag to present
Offering a diredive or solution
Disaussngthe test reaults

Avoiding cetain mistakesin the mnclusion
¢ Avoid afterthougtts or additional ideas
e Avoid the use of “thus”, “in conclusion”, or “finaly” at the
beginning d the lag paragraph
¢ Avoid ending the paper without a sese of closure
e Avoid guedionsthat raisenew isales

6h Revising the rough dr aft

Global revision
1.Skim throughthe paper to chedk its unity
2 Transplant paragraphs, moving them to more relevant and
effedive positions
3.Delete setencesthat do nd further your cause
4. Reviseyour outline to match these bangesif you must submit
the outline with the paper
Revision d the introduction
Revision d your paragraphs
Revision d the mnclusion
Using the omputer for revision o the whole work
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6 Editi ng beforetyping or printing the final manuscript

Using the computer to edit your text
Editingto avoid sexist and hiased language

6] Proofreading before thefinal computer printout

6k participatingin peerreview of research writing




7 Blending reference material into your writing

e unity
e coherence

7aBlending areferenceinto your text

Making general reference without a page number

Beginning with the author and ending with a page number

Putting the page number immediately after the name

Putting the name and page number at the end o borrowed material

7b Citing asource when no author islisted

Citing thetitle of amagazne aticle

Citing thetitle of areport

Citing the name of a puHisher or a @rporate body

7c ldentif ying unprinted sourcesthat have no page number
7d I dentifying Internet sources

7e Establishing the credibility of the sources

7f Citing indirect sources

79 Citing frequent pagereferencesto the same work

7h Citing material from textbooks and lar ge anthologies
7i Adding extra information to in-text citations

7j Punctuating citations properly and with consistency
Commas and periods

Semicolons and colons

Quedion marks and exclamation marks

Single qudations marks

7k Indenting long quotations
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71 Citi ng poetry

Quating short passaesof poetry
Signaling turnovers for longlinesof poetry

7m Altering initial capitalsan some quoted matter
7n omitting quoted matter with ellipsis points

7o0Altering quotations with parenthesesand brackets

8 Handling for mat

8aPreparing thefinal manusaipt in MLA style

Title page or opening pege
Outline

Abstrad

The text of the paper
Content endndes page
Appendix

Works dted

8b Glossary: techniquesfor preparing the manuscript in MLA
style

Abbreviations
Acceat marks
Acknowledgements
Ampersand
Annaated hibliography
Arabic numerals
Asterisks

Bible

Borders

Bullets and numbers
Capitalisation




Charader sds

Clip art

Content endndes
Copyright law
Corredions
Covers and inders
Dates

Definitions

Endndesfor documentation o sources

Etc. (et cetera)

Footnotesfor documentation
Figures and tables

Forts

Foreign cities

Foreign languages

Graphics

Headers and footers
Headings

Hypertext link
Hyphenation
Indentation

Italics

Length of the ressarch paper
Margins

Monetary units
Namesof persons
Numbering

Paper

Percentages
Proofreaders’ marks

Punctuation

Roman numerals

Running heads

Short titlesin the text

Slang

Spadng

Spelling

Statisticd and mathematicd copy
Supersaipt numeralsin the text
Table of contents

Theses ad dsseatations
Titleswithin titles

Typing

Undersaoring

Word dvision
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8c Sample paper: a short esay with documentation

8d Sample paper: aformal research paper

9 Workscited: MLA style

9aFormatting the “Works dted” page

9b Bibliographic form —books

1. Author(s)

2. Chapter or part of book

3. Title of the book

4. Editor, trandator, or compiler

5. Edition

6. Volume number of book

7. Name of the saies

8. Place pulisher, and cete

9. Page numbers

10. Tota number of volumes
Sample bibliographic entries— bodks




9c Bibliographic form — periodicals

1. Author(s)
2. Title of the article
3. Name of the periodical
4. Seriesnumber (if it is relevant)
5. Volume number (for journals)
6. Isue number (if needed)
7. Date of pullication
8. Page numbers
Sample bibliographic entries— periodicals
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9d Bibliographic form - newspapers
9e Bibliographic form — gover nment documents
9d Eledronic sources(CD-ROM, Internet, e-mail, databases)

Citing sourcesfound onthe Internet
1. Author/editor name
2. Title of the article or short article
3. Name of the book,journal, or complete work
4. Publicaioninformation
5. Date of your access
6. URL
World Wide Web sites

9g Bibliographic form — ather sources

10 Writing in APA style

11 Form and stylefor other disdplines
11aUsing the name and year system

Using the name and yea system for papersin the ocia sciences
Using the name and yea system for papers in the biological and
eath sciences

Using the name and yea system for papers in business ad
eoonamics

11b Using the number system

Using the number system for papersin the gplied sciences
Using the number system for papersin the medicd sciences
Sample paper using the number system

11c Using thefootnote g/stem
Using the foatnote g/stem for papersin the humanities

Using the foatnote system for papersin the fine ats
Writing a bibli ography for a paper that usesfootnotes
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