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SELECT AND L IMIT YOUR TOPIC 
 

 

A good researcher can select a specific topic appropriate to the 

assignment. 

 

¨  How do you select a topic? 

¨  Getting ideas 

¨  Choosing an appropriate topic 
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How do you select and limit your topic? 

 
 
 
 

 

 
Steps for selecting your topic 
 
�  Generate ideas.  (Refer to the following page “Getting Ideas” ) 

�  Do preliminary research by reading an overview of the topic in an encyclopedia, biography, or 

specialized text or on the internet. 

 

Steps for limiting your topic:   
 
�  Ask yourself questions that help you think critically.  Start with the 5 W’s: Who?  What?  

Why?  When?  and Where?  If those questions do not help you narrow your topic sufficiently, 

proceed to the next step. 

�  Ask the analytical questions: How did this come to be?  What are the causes?  What are the 

results?  What happens next?  How does this compare?  How does this contrast?  What is the 

value?  These questions will help you think through your topic.  Then let your mind make 

connections. 

 
Questions to ask yourself about your topic: 
 
�  Is my topic interesting to me? 

�  Is there enough information on my topic? 

�  Will I be able to complete my research project in the time given? 

 

Read your assignment thoroughly and ask 
questions to clarify what you do not 
understand. 

 1 Selecting a Topic 
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Getting Ideas 

First, make sure you are thoroughly familiar with the material you will be writing about and with 

the instructions for the assignment.  Then experiment with the following techniques to see which 

one works best for you.  Different people have different styles of working. 

1. Brainstorming:   Make a list of everything you can think of that relates to your topic.  When 
you finish, decide which parts of your list you want to use as main points, which parts you 
want to use as supporting details, and which parts you do not want to use. 

2. Guided Freewriting:  Get out a few sheets of paper and set a timer for five minutes.  During 
those five minutes, write down everything you can think of that relates to your topic.  Keep 
writing the whole time—do not pause to think.  When your five minutes is up, look back over 
what you have written and choose which ideas you will use in your essay.  Then arrange and 
develop these ideas as you start creating your project. 

3. Mapping:  Draw a “map” or “web” of your ideas.  Draw a circle around the topic in the 
middle of the page, then put things that are more specific in circles connected to that one, 
then put things that are even more specific in circles connected to those circles.  See the 
example below. 

4. Idea Diagram:  Make a copy of the form for an idea diagram on the following page.  Fill in 
the spaces with your ideas for an introduction, subtopics, details, and conclusion. 
 

How did Greek culture stress the importance of the individual?

 1 Selecting a Topic 

The Greeks  

Politics   
Philosophy  

History   

Realism in 
sculpture   

Democracy--  
Man can 
participate 
in gov’t 

Socrates -- 
Man can 
reason  Herodotus  

Man can think 
critically  

Drama   

Art   

Thucydides   

Plato  Aristo
tle  

Tragedie
s Comedies  

Medicine  
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IDEA DIAGRAM 
 

TOPIC: 
 

INTRODUCTION: 
 
 
 

SUBTOPICS: 
   �   
 �   

 �   
 �   

DETAILS: 

�    �    �    �   

�    �    �    �   

�    �    �    �   

�    �    �    �   

�    �    �    �   

           

CONCLUSION: 
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Other Graphic Organizers 

 

 
 
 
 
 
 
 
 
 
 
 
 
  
 

Process Analysis 
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Choosing an Appropriate Topic 

 
Avoid a topic that is 
 
Too broad  The Ice Age is far too broad a topic, but the role of the Ice Age in the formation of 
the Great Lakes will work.  Hieroglyphics is too broad a topic, but how original Egyptian 
hieroglyphics are protected will work. 
 
Too narrow  By contrast also avoid a topic that is too narrow, one for which little information 
is available.  For example, metric cooking conversions is too narrow; it can be explained in a 
few sentences or even a chart.  The complexity of national metric conversion, however, has 
sufficient breadth for a suitable topic. 

Too trivial Topics may not be meaningful enough to others. 

Too subjective Topics that are too personal to you may not be as meaningful to others. 

Too controversial  You could have a tendency to get bogged down in arguments and support. 

Too familiar  Topics too familiar to you may bore others.  They also may lead you to skip over 
information that you take for granted but others need to know. 

Too technical You may become too overwhelmed learning the technical language of what you 
are writing about. 

Too factual Your project should be more than just recitation of facts. 

Too new A new topic may have inadequate and insufficient resources. 

Too regional Local topics generally lack sufficient resources for a well-developed project. 

 1 Selecting a Topic  
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GATHER AND ORGANIZE 

YOUR MATERIAL  
 
 
 

A successful researcher must be able to understand the 

purpose of the research project and organize her time. 

 
¨  What do you need? 
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What do you need? 

 

 

 
 
 
 
 
Research paper: index cards or electronic cards, enclosure for cards, pen (will not smear), disc 
for backup 
 
Poster or other visual presentation: poster board, markers, construction paper, tape, glue, etc. 
 
Technology presentation (power point, web page, video): knowledge of the tool (or remember it 
will take time to learn this skill), discs or portable drives, and presentation equipment 
 
Oral presentation: note cards or notes for the presentation, time for rehearsal 
 
 

 

 
You must manage your time for all projects.  If your teacher has not provided a list of deadlines, 

create one for yourself.  And then stick to your plan and finish on time.  Remember, missing 

deadlines results in grade penalties.   

 

For all research: copy of the assignment, teacher handouts and 
evaluation criteria, teacher deadlines, and research guide. 

 2 
Gather Your Material and Organize  
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CHOOSE YOUR RESOURCES 
 
 
 

A good researcher can effectively choose a variety of 

appropriate resources to fulfill the purpose of the project. 

 
 
 

¨  How do you select and limit your topic? 

¨  Locating secondary sources 

¨  Evaluating Internet sources 
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10 

 

How do you choose your resources? 
 
 
 
 
 
 

Take time to evaluate the quality and accuracy of your sources.   Be aware that the Internet 
often includes student web sites and non-scholarly summaries, some of which are humorous in 
nature.  These types of information may not be suitable for academic assignments.  Remember 
that research is a process which cannot be rushed.  
     
Choose a wide variety of sources.  Remember to check with your teacher if he or she has not 
already given you guidelines about types of sources (e.g., magazines, on-line books, databases). 
Your teacher is also an excellent judge of the suitability of Internet sources. 
 
 
Definitions of types of sources:  Your teacher may ask you to have a certain number of primary 
and secondary sources. 
 

Primary source: usually your text or the literary (novel, play, poem) or historical (diary, 
letter, autobiography) work on which your research is based.  Examples: Letters of 
Thomas Jefferson, The Taming of the Shrew, Emily Dickinson poem, scientific data 
gathered from observation or experiment. 
 
Secondary source:  materials written about the subject of your primary source.  Examples: 
A Survey of American History, Essays on Edgar Allan Poe, a biography of Grace Hopper, 
published scientific research. 
 
Internet sources  may be either primary or secondary sources.  Use the above definitions 
for help. 

 
Consult your librarian for types of sources available through your school library.   

Evaluate information to determine its appropriateness 
for your topic and your audience. 

 3 
Choose Y our Resources  
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Locating Resources 

 
Library Catalog 
To find nonfiction books on a particular topics use Athena, our electronic card catalog on the SMS 
Network. 
 Tips: 

�  Look up headings broader than your topic. 
�  Look for other books by authors of sources already discovered. 
�  Use keyword searches 
�  Make a list from your preliminary reading of important terms or people; you may 

even come across different spellings of names. 
�  Look on the shelf around useful books to browse for things you didn’t find in the 

catalog 
 
Electronic Databases 
SMS subscribes to several electronic databases that provide access to essays and articles from 
magazines, newspapers, encyclopedias, and academic journals. 
 Tips: 

�  In order to find more information, look up headings broader than your narrowed 
topic. 

�  Follow through on “see also” and other cross-references. 
�  Use keyword searches. 
�  Use advanced searching options to limit searches to full-text articles (narrows the 

search to publications where the entire article in is that database). 
�  Many databases have a browse option that will let you look at an index of topics or a 

subject directory – these can help you find other keywords to search and related 
topics to explore. 

�  Take advantage of ways databases can help you.  Use citation helpers, options to 
save searches or articles to an account, email articles to yourself…they add features 
all the time. 

 
Internet 
Using Internet search engines is often a good place to start learning about a topic.  Use the Internet 
with caution, carefully evaluating sources and following instructions from your teacher about using 
the web for your paper or project. 
 Tips: 

�  Try several keyword searches - modify your search terms to find better results. 
�  Use only the first 2-3 pages of search results. 
�  Choose one or two search engines you like and stick with them.  Don’t waste time 

repeating searches with a lot of different engines. 
�  If your teacher recommends websites, start there and see if you can follow links to 

other good sites. 
�  Bookmark, tag, save websites to favorites or find a system to make sure you can get 

back to a website you need without recreating your search. 
 

 3 Choose Your Resources  
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The Boolean Search: 
While searching catalogs (e.g., Athena), databases (e.g., EBSCO), or the Internet, you may need 
to broaden or narrow your search.  The Boolean search is the most common way to narrow your 
search. Named after George Boole (1815-1864) who combined logic and algebra, the "Boolean 
Phrase" makes it possible to narrow or expand a search and use limiting parameters. Most 
common operators are AND, NOT, and OR. 
 

 
 
Broadening a search: To broaden a search, use “or.” For example, for works on modern fish 
farming and on traditional fisheries, you might type “fisheries or aquaculture” and get 25 entries 
with either keyword in them.  Other examples:  “university or college,” “design or graphic 
arts.” 

 
Narrowing a search: To narrow a search use "and" or "not"  to limit your options.  Sometimes 
too many possibilities make your research difficult.  For example, typing "fisheries and oil 
spills" would give only entries that contain both keywords—and far fewer entries if you had 
typed "or."  Similarly, if you typed "oil spills not Exxon Valdez,” you would get entries on oil 
spills, but not entries including the Exxon Valdez spill.  Other examples:  “endangered and 
species,” “bed and breakfasts and California; insecticides not ddt, “cowboys not dallas.” 

 

Advanced searching = Boolean searching 

And = all of these words 
“Quotes” = exact word or phrase 
Or = one or more of these words 
Not = don’t show pages that have these words 
 

 3 
Choose Your Resources  
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Evaluating and Verifying Resources on the Internet 

Guidelines: 
Who is the author or institution? 
�  If the author is a person, does the resource give biographical information? 
�  If the author is an institution, is there information provided about it? 
�  Have you seen the author’s or institution’s name cited in other sources or bibliographies? 
 
How current is the information? 
�  Is there a date on the Web page that indicates when the page was placed on the Web? 
�  Is it clear when the page was last updated? 
�  Is some information obviously out-of-date? 
�  Does the page creator mention how frequently the material is updated? 
 
Who is the audience? 
�  Is the Web page intended for the general public, scholars, practitioners, children, etc.? Is this clearly 

stated? 
�  Does the Web page meet the demands of its stated audience? 
 
Is the content accurate and objective? 
�  Are there political, ideological, cultural, religious, institutional biases? 
�  Is the content intended to be a brief overview of the information or an in-depth analysis? 
�  If the information is opinion, is this clearly stated? 
�  If there is information copied from other sources, is this acknowledged?  Are there footnotes, if 

necessary? 
 
What is the purpose of the information? 
�  Is the purpose of the information to inform, explain, persuade, market a product, or advocate a 

cause? 
�  Is the purpose clearly stated? 
�  Does the resource fulfill a stated purpose? 
 
Tips: 
�  Look for the name of the author or institution at the top or bottom of a Web page. 
�  Go to the home page of that site that hosts the information to find out more about the organization.  

You may do this by extracting the first part of the URL in the location box of your browser—the part 
starting with "http://"   up to the first slash. 
(For example, you have reached http://www.sms.org/books/sr_list.htm and you want to find the 
name of the publishing body.  You could delete the parts of the URL back to the domain section—
everything after org/ and press enter.  This would give you http://www.sms.org, which is the home 
page for St. Margaret’s School.  From this page you would be able to find out more information 
about the school. 

 
�  The URL can give clues to the authority of a source.  A tilde (~) in the URL sometimes indicates that 

it is a personal page rather than part of an institutional Web site. 
.edu educational (anything from serious research to faculty and student home pages) 
.gov government (usually dependable) 
.com commercial (may be trying to sell a product) 
.net network (may provide services to commercial or individual customers) 
.org organization (non-profit institutions; may be biased) 

 
Remember, if you cannot validate the information, do not use it for research. 

 3 Choose Your Resources 
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FOCUS YOUR RESEARCH 
 
 
 
 

A successful writer has a plan of what to say. 
 

 
¨  Focusing your research: the preliminary thesis statement and 

working outline 

¨  Writing an outline  
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How do you focus your research?  

Write a preliminary thesis and create a working outline. 

 

Why do you need a thesis and an outline? 

 

 
 
 
 
Research Question:  When you decide on a topic and choose your resources, you need to 
determine what question your research will answer.  For example, suppose your topic is the 
author John Doe and his years in Paris.  After general reading on this subject, you arrive at the 
question:  How did his years in Paris influence John Doe’s writing?   
 
Preliminary Thesis:  Your early reading should lead you to a possible answer which becomes 
your preliminary thesis:  John Doe’s years in Paris from 1910-1915 influenced the 
characters and settings of several of his novels. 
 
Preliminary Outline :  Based on what you have learned from your reading so far, brainstorm a 
list of questions or main points you might want to develop in your paper.  Sample questions 
might include the following: What did he write?  Whom did he meet that influenced him?  What 
places influenced him? What about these people and places influenced his writing?  What did he 
write while he was in Paris?  Now turn these questions into your preliminary outline. 
 
 
 
 
 
 
 
 
 

A thesis tells you the direction you want to go; an outline is a 
chart or map telling you how to get there without getting lost or 
off course.    

 4 
Focus Your Resources 



 

17 

 
Checklist for Writing an Outline 

 
1. Organization  

o The title of your page is Outline  (center) 

o Next comes the word Thesis:  (align left) 

o  The label Introductory Paragraph or Introduction follows (your teacher may prefer you 
write your Introductory Paragraph on your outline).   

o Roman numerals beginning with I. indicate your main topics  

o Capital letters beginning with A. indicate your subtopics 

o Arabic numbers beginning with 1.indicate supporting information and details for 
subtopics. 

o Lower case letters starting with a. indicate additional supporting details  

o Begin each topic and subtopic sentence or phrase with capital letters. 

o Supporting information listed under a topic or subtopic contains at least two pieces of 
information in the list 

o The label Concluding Paragraph summarizes the main idea of the outline. (your teacher 
may prefer you write your Concluding Paragraph on your outline). 

o See examples on next page.  

  

2. Format  

o Topics and subtopics:  double spaced with one-inch margins.   

o  Sentence outline: each outline entry is a complete sentence with a period  

o Topic outline: each outline entry is a phrase with no punctuation at the end  

o All sentences and topics must be in parallel form: Roman numerals are parallel to each 
other.  Capital letters are parallel to each other as are Arabic numerals within a topic.  

  

3. Content  

o Each Roman numeral of your outline develops some part of your thesis.  When added 
together the Roman numerals prove your thesis.  

o The subtopics of each section support the topic.  

 

 4 Focus Your Resources 
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Main Topic  

Topic  

Parallel infinitives 

Parallel  
adjectives Parallel nouns 

Sample Outline 

John Doe and Paris 1910-1915 
 
Preliminary thesis: John Doe’s years in Paris from 1910-1915 

influenced the characters and settings of several o f 

his novels. 

 
Introductory Paragraph 
 
I.  Reasons for going to Paris 
 

A.  To study the architecture 
 
B.  To visit old friends 

 
II.  People he met in Paris 
 

A.  Interview with Marie DeFarge 
 

B.  Debate with Jacques L’amour 
 
III.  Influences in Paris 
 

A.  Architectural 
 

1.   Stately homes 

a.  Palaces 

b.  Chateaux 
 

2.  Gardens 
 

B.  Personal 
 
IV.  Books he wrote in Paris 
 

A.  The Bridge  
 

B.  Lost Dreams  
 
Concluding Paragraph 

 4 
Focus Your Resources 

Subtopic  

Note:  You must have 
at least two supporting 
points under each 
topic or subtopic. 
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The working outline will allow you to focus your research on particular areas that relate  to 

your preliminary thesis.  An outline keeps you from wasting your time on unrelated information.  
As you continue to read and begin taking your notes, you will reach a point where you may need 
to refine your preliminary thesis statement.  You may have discovered that you do not need all 
the sections of your preliminary outline or that you need to expand your outline. 
 
Compare this preliminary thesis and outline to the final thesis statement and outline on page 39. 
 
Thesis:   The main characters and the setting in John Doe’s novel Lost Dreams are  
                                based on Marie DeFarge and her Paris residence with its splendid gardens. 
 
Once you have limited and refined your thesis in this way, you will want to change or adjust 
your outline, omitting sections that no longer apply and adding sections where necessary. 
 
 
 

  

 4 
Focus Your Resources 
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GATHER YOUR INFORMATION  
 
 
 
 

A successful researcher can bring together information 

but give credit to others for their ideas. 

 

¨  How do you create source cards? 

¨  Sample Works Cited entries 

¨  How do you create note cards? 

¨  Plagiarism 
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How do you create source cards? 

 
 
 
 
 

 

 
Remember:  DO NOT skip this step: take the time to format it correctly to save time in the 
long run!!!! 
 

 
Preparing Source Cards 
Preparing the research project requires that the writer investigate relevant sources of information 
to prove the thesis statement.  A good researcher provides a list of works used during the 
research process on a page called a Bibliography, or Works Cited page.  This list is written in a 
standard format so that a reader may consult your sources for further information or to clarify 
one of your ideas.  Therefore, you will save time by creating a title card for each primary or 
secondary source.   
 
Use the Works Cited format so that you can copy the card later on your Works Cited page.  For 
most works, you need the following information:  Author, Title, Where it is published, Who 
published it, the date, and the medium of publication.  The notation of a capital letter in the 
upper right hand corner provides a code for the writer which she might use on subsequent index 
cards to record information taken from the same source.  By using the code letter only on 
subsequent cards, the writer eliminates the need to record this data on every card. 

 
 

The following information appears on a source card: 
Author 
Title 
Place of publication 
Publisher 
Copyright date 
Medium of publication (Print, Web, Film, DVD, CD, etc.) 
 

Tips: 
Punctuation:  Follow each item (author’s name, article title, book title, and publishing 
information) with a period.  Use a period at the end of each bibliography entry. 
 
Hanging Indent: The first line of the entry should be at the left margin, but subsequent lines 
should be indented 5 spaces. 

Authors’ Names:  The author’s last name normally appears first.  If the book lists the author’s 
middle name or middle initial, put it after the first name with no punctuation. 

Before taking notes, create source cards in the correct form.  
(Attention:  “Bibliography,” “Sources,” and “Works Cited” are 
terms used interchangeably.) 

 5 Gather Your Information  
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Titles:  Always underline the title of a long work, such as a novel, book, magazine, or full-
length play.  If you prefer, you may use italics.  Put in quotation marks the title of a short work 
or compiled work such as a short story, poem, essay, or magazine article. 

Subtitles:  Put the title, then a colon, then a space, then the subtitle.  Include the subtitle in the 
underlining or italics for the title or quotation marks. 

Publication information:  To find the year of publication, city of publication, and publishing 
company, look on the front and back of the book’s title page. 

Year of publication:  If the year is not listed on the book’s title page, use the latest copyright 
date. 

City of publication:   If more than one city is listed in the book, use only the first city. 

Medium of publication: Write down the medium of publication (Print, Web, CD, DVD, Video, 
etc.) 
 
The next section provides samples of handwritten source cards.  For detailed instructions in 
citing a variety of sources including anthologies, magazines, and web sites, see pp. 26-28. 
 
 

 
 
 
 

 5 Gather Your Information  
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       A 
 
 
 
S a l i n g e r ,  J . D .   C a t c he r  i n  

t h e  R y e .   Ne w  Yo r k :  

L i t t l e  B r own ,  19 4 5 .   

P r i n t .  

 

      Author  
(Last name first) 

Title 

 
When it 
was 
published. 

colon 

 comma 

       B 
 
 
 
M a g i l l ,  F r a n k   N . ,  e d .  

C r i t i c a l  S u r v e y  o f  L o n g  

F i c t i o n .    V o l .  6 .  

E n g l e w o o d  C l i f f s :  S a l e m ,  

1 9 8 3 .   P r i n t .  

 

       C 
 
 
 
M o r i l l ,  S a ra h .   " A  B r i e f  

B i o g r a ph y  o f  J .D .  S a l i n g e r . "   
M o r i l l  B o oks .  20 0 2 .  
< h t t p : / / w w w . m o r r i l l . o r g / b o o k s /  
s a l b i o . s h t m l  > 
(5  O c t o be r  20 0 2 ) .  We b .  

Source code 

 5 Gather Your Information  

 
Where it 
was 
published. 

period 

Hanging indent 

Medium of 
publication 

Tip:  to avoid 
smudges, use ink. 

Who published it 
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�  
There are several programs and websites that allow you to take notes 
with the computer.   You may also create them in Microsoft Word.   
There are many advantages to taking notes electronically, but you 
should take time to learn the program on the computer or online.  Ask 
your teacher if it is appropriate.   
 
There is a template on the SMS Network.   Go to 
File ��� � New��� � New from template (General 
Templates) ��� � ”Academic” tab ��� � Bibcard 
There are spaces for the source letter, and it is already formatted with a 
hanging indent to be easily copied into a Works Cited page. 

 
 

 D (source) 
 

Wilson, Thomas C. Remembering Paris Before World War I.  New 

York: Davis Publishing Co., 1985. Print. 

 
 
 

 

REMEMBER:  In your final format, titles are italicized. 

 4 
 5 Gather Your Information  
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Sample Works Cited Entries 

Book by One Author: 
Maker, Mary.  English Can Be Fun .  Princeton:  Princeton UP, 

1959. Print. 

Book by Two Authors: 
Flu, Joseph and Jane Drip.  Fighting the Common Cold .  New York:  

Harcourt, 1980. 

Book With More Than Three Authors, Name Only the First and Use et al.: 
Byrd, John, et al.  Monkey Business at the Zoo .  New York: 

Appleton-Century-Crofts, 1983. Print. 

Book Without an Author Indicated: 
The Hawk-Eye:  A Pictorial View of Sports .  2 nd ed.  Boston: 

Xerox, 1984. Print. 

Book Which is Edited: 
Manly, Herman, ed.  Styles and Fashions from Medieval Times to 

the Present .  4 th  ed.  New York: Norton, 1979. Print. 

An Entry Taken From an Anthology or Collection of Critical Essays: 
Fiedler, Leslie.  “Against the Cult of the Child.”  Salinger .  

Ed. Henry Anatole Grunwald.  New York: Harper & Row , 1962.  

218-45. Print. (Begin with essay title if no author given.) 

Poe, Edgar Allan.  “The Black Cat.”  Great Short Works of Edgar 

Allan Poe .  Ed. G.R. Thompson.  New York: Harper & Row, 

1970.  390-491. Print. 

An Encyclopedia Article (signed): 

Frigid, John.  "Life in Alaska."  Encyclopedia Americana .  1983 

ed. Print. 

An Encyclopedia Article (unsigned):  
"The War of 1812."  World Book Encyclopedia .  2000 ed. Print. 
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Other Multi-Volume Reference Books Containing Original Essays: 
Bruni, Domenic.  "J.D. Salinger."  Critical Survey of Long 

Fiction .  Ed. Frank N.  Magill.  8 vols.  Englewood Cliffs :  

Salem, 1983. Print. 

Multi-volume Reference Books Containing Excerpts From Other Sources: 
Lundquist, James.  “Salinger.”  Contemporary Literary 

Criticism .  12 (1979):  519. Print. 

Article From a Weekly Magazine: 
Lovely, Donna.  "How to Look Beautiful in Ten Easy Lessons."  

Saturday Review .  16 Aug.  1975:  19-21. Print. 

Unsigned Article in a Magazine: 
"The Chronometric Man."  Time .  4 July 1971:  25-27. Print. 

Article From a Monthly Magazine: 
Weirdo, Dalton.  “Sanity is a Relative State.”  Psychology Today . 

Sept.  1980:  101-03. Print. 

Article From a Daily Newspaper: 
Byline, Amy.  “Getting the Big Scoop.”  Washington Post .  12 Dec. 

1978:  39+. Print. 

(Use a plus sign when the article does not follow on consecutive pages.) 

Editorial From a Newspaper or Monthly Magazine: 
“Acid Rain.”  Editorial.  Science . Sept. 1984: 8. 

Signed Book Review from a Magazine or Newspaper: 
Duffus, Robert L.  Rev. of An American Tragedy , by Theodore 

Dreiser.  New Yorker  10 Jan. 1926: 23+. Print. 

Unsigned Book Review from a Magazine or Newspaper:  
“New  Publications.”  Rev. of The Red Badge of Courage , by 

Stephen Crane.  New York Times   19 Oct. 1895, sec. 4: 3. 

Print. 

Personal or Telephone Interview: 
Pitt, Brad.  Personal Interview. 24 December 2002. 

 
(Bluestein, and Geary) 
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Citing Web Publications 

For citing web publications, use the same format as above but include information from the 
source. 
 

Nonperiodical Publication 
 

On-line sources change rapidly in quantity, range, and accessibility.  Thus the difficulty of 
documentation increases equally.  Use the following model as a guide. 

1. Name of the author, compiler, director, editor, etc. 
2. Title of the work (italicized if the work is independent; in quotation marks if the work is 

part of a larger work. 
3. Title of the overall Web cite (italicized), if different from #2 
4. Publisher or sponsor of the site; if not available, use N.p. 
5. Date of publication (day, month, and year, as available); if nothing is available, use n.d. 
6. Medium of publication (Web.)  Note:  you may use a URL on your source card for 

research, but you do not need the URL for the Works Cited. 
7. Date of access (day, month, and year) 

 
Example: 

Popovic, John P.  “Invasion of India.”  Alexander t he Great of 

Macedon. N.p. 2001. Web. (7 Jan. 2009). 

 
Periodical Publication 

 
For sources also found in print form: 
Follow the same format for the print format.  Instead of concluding with Print as the medium of 
publication, record the following information in sequence. 

1. Title of Database or Web site (italicized) 
2. Medium of publication consulted (Web) 
3. Date of access (day, month, and year) 

 
Examples 

 

Whitman, Walt. Leaves of Grass.  Brooklyn, 1855. The Walt Whitman 

Archive. 2009  Web. (12 Mar. 2009). 

 

You may have to find other web pages on the site to find the author and date. 
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Tip: Skim before taking notes, copying, 
or printing.  If you are using an Internet 
source and you run out of time, 
bookmark your source in the computer. 

   

How do you create a note card? 

Now that you know your resources, you are ready to take notes.  A helpful step is to use note 
cards when taking notes.  

 
Remember:  You should have a source card or listing for each reference. 

 
Skimming 
You will not have time to read every source word for word, so you must skim before taking notes. 

�  Glance over the main features of the piece--that is, the title, the headings, the lead, and summary 
paragraphs.   

�  Read the topic sentence of each paragraph – usually the first or second sentence (you may read the 
last sentence as well).   

�  Look closely at maps, charts, graphs, and other 
illustrations to help you understand and remember 
important information. 

 
Creating Note Cards 
Eventually, you will have to compile your notes into a project; the following tips will help you later in the 
writing stage.  You want to create note cards so that you may later spread them out and organize them to 
write your paper or create your project. 
 
1. Use a separate note card for each idea, even if you write only a few words on a card. 
2. If handwriting, use ink.  If using electronic note cards, save. 
3. Develop your own form of shorthand.  Use only abbreviations which will make sense to you later. 
4. Do not write on the back of a note card 
5. Do not staple two note cards together; make two separate cards with the same page number. 
6. On every note card in the upper right corner, write a letter which refers to the source (your source card 

will have your letter). 
7. On every note card in the lower right corner, write the page number of the source. 
8. On the top of every note card, add a slug or subtopic – a title that identifies the topic of the note and 

corresponds to a topic or subtopic in your preliminary outline. You may want  skip a line between the 
slug and note. 

9. Don’t crowd the card with information.  You may want to allow margins so that you can easily skim or 
read the note. 
 

There are usually three types of note taking. 
Summary:  To summarize, reduce what you have read to a few important points using your own words. 
Paraphrase: To paraphrase, restate what you have read using your own words.  Use this method when you 
are trying to retrace the thinking of one of your sources.  Put quotation marks around key words or 
phrases you borrow directly from the sources. 
Quote directly: To quote someone directly, record the statement or idea word for word and put quotation 
marks before and after.   
 
Tip:  Be careful when using electronic note cards or databases for notes.  When copying and pasting notes, you should 
designate with quotation marks, so that you do not get in trouble for plagiarism later.
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Readings used for the Sample Note Cards on pp. 31-32 
         

 Readings on The Catcher in the Rye 
The Catcher in the Rye 

Modern Critical Views:  J.D. 
Salinger 
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A 
Holden’s Attitude about phoniness:  
 
 
“ Grand.  There’s  a word I really 
hate.  It’s phony.  I could puke 
every time I hear it. ”  
 

19 
 
 

B 
Examples of  phoniness:              
 
Holden’s older brother writes for 
Hollywood.  Holden finds movies the 
worst sort of phoniness because they 
change reality and mislead their 
audience.  Holden used the example of a 
woman watching a movie in Radio City 
Music Hall:  her tears increase as the 
movie becomes —  in Holden’s opinion—
more unreal. 

79 

I. Direct quote taken from a primary source, Catcher in the Rye on previous page 
 
 

 

II.  Paraphrase taken from a secondary source, Readings on The Catcher in the Rye 

Try to paraphrase.  Putting the author’s words in your own words will help you understand the 
information and prevent problems with plagiarism.  Use direct quotations only under these 
conditions: 
�  When an authority’s words carry weight. 
�  When the quotation is concise and powerful. 
�  When it would be impossible to restate as effectively in your own words. 
 
 

 

III.  Summary taken from a secondary source, Modern Critical Views: J.D. Salinger 

Slug or Subtopic 

Source letter  

Direct quote in 
quotation marks 

Slug/Subtopic 
Source letter 

Paraphrase 

 4 
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C 
Example of Holden’s Phoniness:  
 
Lies to Ernest Morrow’s mother about 
her son to protect her – he believes 
– from hearing that Ernest is a jerk.  
Holden is not trying to make himself 
look better. 

99 

Page number 

Page number 



 

32 

 

IV. List taken from a secondary source, Modern Critical Views: J.D. Salinger 

 

 

General Warnings: 
�  Avoid taking too many note cards from one or two sources. 
�  Use relevant, timely sources suitable for your topic. 
�  Take only notes that correspond to your working outline. 
�  Revise your working outline as your reading and note taking suggest. 
 

�  
You can automatically format outlines in Microsoft Word .  Go to  
Format ��� � Bullets and Numbering ��� � Click on the outline tab.   
 

 
 

C 
Examples of phoniness  
1.)  Ministers and their speech 

 
2.)  Holden’s parents pretend to be what 

they are not 
 

3.)  Lawyers spend more time at leisure 
than at work 

99 
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How do you avoid plagiarism? 

 
 
 

 
 
 
 

 
 

PLAGIARISM = Academic Dishonesty 
When you copy ideas that are not your own, and when you do not identify the source and the 
page number from which you took these ideas, you are plagiarizing. 

 
Reminders  
1. DO NOT use exact words from a source without putting them inside quotation marks and giving 

credit to the source. 
2. DO NOT reword a passage without giving credit to the source. 
3. DO NOT summarize a passage without giving credit to the source. 
 
In other words, be honest about where you get your words and ideas and you will never be guilty of 
theft.  Of course, your own ideas and interpretations need no source identification.   

(The Research Paper: A Contemporary Approach 109) 
 

A research project, however, will rarely contain your original ideas. 
 
Document 
·  Quotations or partial quotations 
·  Others’ ideas, even if in your words 
·  Others’ opinion, even if in your words 
·  Little-known facts, even if easily proven 
 
Do Not Document 
·  Your personal opinions and interpretations 
·  Well-known facts 

(A Quick Reference to The Research Paper 40) 

Plagiarism at St. Margaret’s is considered an Honor offense.  In 
universities and colleges, plagiarism is an equally serious offense.  
You may receive an F in the course, or you may be requested to 
withdraw from the school. 
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“The difference between well-known facts and little-known facts can be a matter of debate, but 
consider these examples: virtually everyone knows that Abraham Lincoln was assassinated 
while serving as United States President, so that fact or the date and place of the deed need not 
be documented.  On the other hand, not everyone knows that Robert Todd Lincoln, son of 
Abraham Lincoln, witnessed the assassinations of three Presidents: his father’s, President 
Garfield’s, and President McKinley’s and, as a result, refused to attend any more state affairs.  
That curious fact, although rather readily verified, would need documentation.”   

(The Research Paper: A Contemporary Approach 152) 
 
 
WHEN IN DOUBT, GIVE CREDIT TO YOUR SOURCE BY CITING  IT. 
 
See “Writing the First Draft” and “Using Endnotes and Footnotes”  pp. 46-47. 
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ORGANIZE YOUR INFORMATION  
 
 
 

A successful researcher is able to organize her information with a 

clear beginning, middle, and end. 

 
 

¨  Why is organization an essential step in the research process? 

¨  The “Note Card/Preliminary Outline” form  

¨  Sample final outline  
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Organization?  Why is organization an essential step in the research process? 

 
 
 
 
 

Organizing Your Project 

There are basically three plans for organizing factual reports.  You should choose a plan 
based upon the purpose of the report and the types of details you have gathered. 
 
ORGANIZATION BY TIME (CHRONOLOGICAL ORDER)  

This kind of plan is used in news stories, history reports, science lab reports, biographies, 
how-to-do-something explanations, or any other report that has time-related details.  Here you tell 
what happened in the order in which it occurred. 
 
ORGANIZATION BY ORDER OF IMPORTANCE  

This plan is used in essay exams or in reports where purely factual information is given to 
persuade or to make a point.  Here you should build up the facts from least important details to most 
important.  Save the most convincing points for last to make the most impact. 
 
ORGANIZATION AS PARTS OF A WHOLE  

This plan is used for any subject that is composed of segments.  Examples:  A year has four 
seasons---spring, summer, fall, winter; or our house has eight rooms—living room, dining room, 
kitchen, bathroom, den, and three bedrooms. 
 
Sometimes more than one plan will be appropriate for your subject.  In this case, choose the plan 
that you feel is best suited to your subject. 
 

(© 1982 by The Center for Applied Research in Education, Inc.) 
 
 
  

Use Your Note cards 

Throughout the note-taking process you need to refer frequently to your preliminary outline topics, 
subtopics, and supporting details.  You want to make sure your note card slugs cover adequately all 
the areas of your outline.  Taking stock by using the  “Note Card/Working Outline” form is 
essential.  This reference will help you assess your readiness to move to the next step or your need 
to go back for additional information to support the main ideas. 
 
Using the “Note Card/Preliminary Outline” form is a  crucial step.  If you find 
yourself sinking in either too much unconnected information or too little information to support and 
develop your thesis, send out an “S.O.S.” 
 
Follow the instructions on the next pages. 

Organizing and reorganizing are the keys to creating a 
quality research project. 
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Note Cards/Preliminary Outline 

 
At this point you need to take a look at where you are and decide what you need to do next.  The 
following steps should help you go forward in your research or writing. 
 
Step 1:  Make a list of all your slugs or subtopics. 

Step 2:  Write down next to each slug or subtopic the number of cards you have for it. 

Step 3:  Compare your slug or subtopic list with your working outline and make any necessary 
changes. 

Step 4:  To the left of each Roman numeral in your preliminary outline, write the total number of 
cards you have for that section of the paper. 

Step 5:  For the divisions under each Roman numeral, indicate the number of cards you have. 

 

Example:    

(21)  III.  Influences in Paris 

(11) A. Architectural 

(6) 1. Stately homes 

(4) a. Palaces 

(2) b. Chateaux 

(5) 2. Gardens 

(10) B. Personal 

 

Step 6:  From these numbers, decide whether you need to take additional notes or change your 
outline.  Can you eliminate a section?  Can you combine any sections?   

See the sample for the result.  On page 39 is a revised and final outline of the preliminary outline 
shown on page18. 
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Sample Preliminary Outlines  

Outline 

Intro. 
Paragraph 2 

 

I. 3 

II. 10 

III. 30 

IV. 5 

 
 
 
 

WHAT PROBLEM DO YOU SEE HERE? 

Concluding 
Paragraph 1 

 

 
 

*****************  ************************  ****** *********** 
 

Outline 

Introduction 2  
 

I. 1   

II. 32   

 A. 10  

 B. 22  

III. 28   

 A. 7  

 B. 8  

 C. 13  

IV 30   

 A. 14  

 B. 16  

Conclusion 2   

 
 
 
 
 
 
 
 
 
 
 
 

THIS IS A GOOD EXAMPLE OF A BALANCED 
OUTLINE 

 
Outline 
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Influence of Marie DeFarge on John Doe’s Lost Dreams 
 

 
Thesis: The main character and the setting in John Doe’s novel 

Lost Dreams  are based on Marie DeFarge and her 

Paris residence with its splendid gardens. 

Introductory Paragraph 
 
I.  Reasons for going to Paris 
 

A.  To study the architecture 
 
B.  To visit old friends 

 
II.  Influences in Paris 
 

A.  Architecture 
 

1.  Stately homes 

a.  Palaces 

b.  Chateaux 

2.  Gardens 
 

B.   The DeFarge family 
 

III.  Relationship with Marie DeFarge 
 

A.  First meeting 
 

B.  Visits to her home and gardens 
 
V.  Lost Dreams  

 
A.  Simone Bouillon/Marie DeFarge 

 
B.  The Gardens of Malmaison/The Gardens DeFarge 

 
Concluding Paragraph 
 
 
 This revised and final outline reflects the final direction of your research.  

 6 Organize Your Information 
Note:  if you have 
a cover page, you 
do not need a title 
for the Outline. 
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CONNECT YOUR IDEAS  
AND DRAW CONCLUSIONS 

 
 
 
 

A good researcher can interpret and synthesize her own research, explain 

in her own words, yet give credit to others' ideas. 

 
 

¨  Why do you need a first draft? 

¨  Formatting a title page 

¨  Writing the Introduction, Body, and Conclusion 

¨  Using transitions and integrating quotes 

¨  Writing the first draft of a research paper in 10 easy steps 

¨  Using endnotes and footnotes 

¨  Checklist for research paper first drafts 

¨  Problems your first draft may reveal to you 

¨  Formatting a Works Cited page 
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Why do you need a first draft? 

 
 
 

 
 
 
If your research project is a paper, it is essential that you format your paper correctly. Your font size 
should be 12.  The essay and the Works Cited page should be double-spaced.  Your margin should 
be one inch on all four sides.  Starting with the second page, type your last name with a space and 
then the page number one half-inch from the top right margin of each page. 
The first draft includes:   
 
�  Title page  (Instructions are on the next page.) 

�  Revised outline 

�  Paper with documentation  

�  Works Cited page 

 
 
 
 

 
 

Good papers or presentations have 
more than one draft. 

 7 Connect Your Ideas  



 

43 

Formatting a Title Page 

The words on the title page should be the same size (12 point) and style (Times New Roman, Arial, 
or Courier) as the words in the essay. 
 
Your title should be about three inches from the top of the page and centered. 
 
In the lower right hand corner, put the following four items: 

your name 
the name of the class 
your teacher’s name 
the due date of the essay (with the month spelled out) 
 

Each item in this list should be on a separate line, and the lines should be lined up on the left and 
then indented four inches.  To do this highlight these lines, and on the toolbar select Format ��� �  
Paragraph ��� �  then Indentation Left  and indent 4”. 
 
To avoid having a page number for the title page, it is easier to save it as a separate document. 
 
Refer to the sample research papers in the appendix of this manual for examples. 
 

Formatting Your Paper without a Title Page 

A research paper does not need a title page.  Instead, beginning one inch from the top 
of the first page and flush with the left margin, type your name, your intructor’s 
name, the course name, and the date on separate lines, double spacing between lines.  
Double-space again and center the title.   Double-space also between the title and the 
first line of the text.  Do not italicize or underline your title, put it in quotation marks 
or boldface, or type in all capital letters. 
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“The guiding question in research is ‘So what?’  Answer that question in every sentence and you will 
become a great scholar; answer it once a page in a ten-page paper and you’ll write a good one.” 
     Donald N. McCloskey 

 
No matter what your research project is, it should always have a BEGINNING (Introduction), 
MIDDLE (Body), and END (Conclusion). 

 

Writing the Introduction 
The introduction should do two things.  The first part should say something interesting, surprising or 
personal about your subject to gain your audience’s attention. (See the list below for ideas.)  The second 
should identify the specific focus, or thesis, of your research. 
�  Start out with a revealing story or quotation. 
�  Give important background information. 
�  Offer a series of interesting or surprising facts. 
�  Provide important definitions. 
�  State your reason for choosing this subject. 
 

Writing the Body 
The next step is to write the main part of your research paper, the part that supports or proves your thesis.  
There are two ways to proceed.  You may write freely and openly, or you may work systematically, carefully 
following your notes and working outline.  You should check with your teacher to determine which of 
the following methods is appropriate to the assignment. 
 
Writing freely and openly 
One way to go about writing the body of your research paper is to put your outline and note cards aside and 
write as much as you can on your own.  This process does not eliminate the need for documentation. Refer to 
your note cards only when you need a quotation or specific facts, or figures.  After you have completed this 
first writing, review your outline and note cards to see if you have missed or misplaced any important points.  
Then continue writing, filling in or reorganizing ideas as you go along. 
 
Writing systematically 
You may also write systematically—carefully following your working outline and note cards right from the 
start.  Begin by laying out the first section of note cards (those covering the first point of your working 
outline).  Then write a general statement that covers the first main point.  Using the note cards you have in 
front of you, add supporting facts and details.  Repeat this process until you have dealt with all the main 
points of your outline. 
 
Tips for Research Writing 
�  Use your own words as much as possible.  Use direct quotations only when the wording in the 

quotation is exactly as you want it. 
�  Present your own ideas honestly and clearly.  Although you will be considering the research of 

others as you consult journal articles, books, newspapers, etc., be sure to analyze and compare this 
information.  Work at offering your personal perspective on the topic. 

�  Avoid fragments, abbreviations, or slang (“you know,” “no way,” “forget it”) in your writing.  
Work to achieve a formal to semiformal style. 

�  Drop statements that you cannot support with facts and details. 
�  Drop information not relevant to the development of your thesis. 
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Spool System Diagram For Writing 

 
The spool system is a standard, five-paragraph method of organization, but you can expand it to 
more than five paragraphs.  The model allows you to organize your writing through the use of your 
THESIS SENTENCE that breaks the paper into a logically structured paper with a definite 
conclusion. 
 
 

 
 
 
 
 
 
 
 
 

 

Connect Your Ideas  

LEAD 

Build-up 

Thesis 

Topic #1 (Outline Heading 1) 
Topic sentence 
Support sentences with specific 
examples 

Topic #2 (Outline Heading 2) 
Topic sentence 
Support sentences with specific 
examples 

Topic #3 (Outline Heading 3) 
Topic sentence 
Support sentences with specific 
examples 

Wind Down 

. . . and so on through all of 
your main points 

Introductory Paragraph:  This starts 
with a lead (question, interesting fact, 
quote, anecdote) to gain the reader's 
attention.  The last sentence in the 
introduction is the thesis, which is the 
controlling idea and contains the topics 
for each paragraph in the body. 

Transition 

Transition 

Transition 

The body paragraphs should contain a 
transition word, phrase, or sentence 
from the previous paragraph.  It must 
have a topic sentence stating what the 
paragraph is about.  It should relate and 
support your thesis.  Then provide 
specific supporting information on that 
topic. 

Concluding Paragraph:  This 
paragraph starts with a reference to the 
thesis sentence.  "Clincher”  sentences 
follow giving the feeling of business 
completed.  They should answer the 
question "So what?"  They may also 
relate back to the lead. Clincher 
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Making Transitions Between Topics 

A transition or linking expression is a word or group of words that is used to give a reader 
some obvious “directional signals.”  They act like thread to sew you ideas together.  They explain 
how one idea is linked to another.  By using a transition word you can sometimes combine two 
sentences into one. Some of the words are very formal and are more suitable for report-writing.  
Others are more casual.  The words are categorized according to the ways they are usually used, but 
they can be used in other ways as well.  Their purpose is to show relationships between ideas and 
sentences so that sentences in a paragraph flow smoothly.    If you use too many transition words 
however, you interrupt that smooth flow. 
 
TRANSITIONS FOR NARRATION (STORYTELLING)  
after before later then 
afterwards during meanwhile until 
as finally next when 
at the same time first now while 
 
TRANSITIONS FOR DESCRIPTION  
above below in the distance overhead 
across from beyond nearby on my left (right) 
also further next to opposite to 
before me here over to the left (right) 
 
TRANSITIONS FOR ADDING TO IDEAS ALREADY STATED  
again besides for instance moreover 
also finally furthermore one example of 
another first..second..finally in addition similarly 
at the same time for example likewise such 
 
TRANSITIONS FOR SHOWING RESULT (CAUSE-EFFECT RELATI ONSHIPS) 
accordingly because therefore  
as a result consequently thus  
at last hence to sum up  
at this point since   
 
TRANSITIONS FOR CONTRASTING IDEAS  
although on the one hand.. otherwise  
but yet on  the other hand meanwhile  
however still   
nevertheless until   
 
 
 

(Center for Applied Research, 1982)

 7 Connect Your Ideas  



 

47 

 

Integrating Quotes into Your Paper or Project 

You should carefully introduce quotations (or paraphrases or summaries) into your text so that they 
flow smoothly and clearly into the nearby sentences.  Use a signal phrase or verb to introduce your 
quote.  The following list of verbs are useful as “stand alone” verbs or in combination with other 
words for a phrase to introduce your quotes. 
 
acknowledges concludes emphasizes replies 
advises concurs expresses reports 
agrees confirms interprets responds 
allows criticizes lists reveals 
answers declares objects says 
asserts describes observes states 
believes disagrees offers suggests 
charges discusses opposes thinks 
claims disputes remarks writes  
 

 

 

 

Writing the Conclusion 

The final section, or conclusion, of your paper, project, or presentation should leave readers with a 
clear understanding of the importance of your research.  Review the important points you have 
made and draw a final conclusion.  In a more personal approach, you may discuss how your 
research has strengthened or changed your thinking about your subject. 
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Writing the First Draft of a Research Paper in 10 Easy Steps 

 
1. Use a computer. 
 

2. Double space 
Number pages 
Estimate a word count (or have the computer do it for you); put it on the last page. 

 

3. To begin, put your note cards in the order of your outline; keep in mind that your introductory 
and concluding paragraphs are short and will probably use no more than 1 or 2 note cards. 

 

4. As you write, you will be copying the information from your note cards (one by one), using 
transitional words, phrases, and sentences of your own in between cards. 

 

5. Since most of this information on your note cards is  (a) not common knowledge and (b) 
information you did not know before you read it and wrote it down, you must document or cite  
every card whether summarizing, paraphrasing, or quoting directly.  Do not forget to copy 
your quotation marks from your note card. 

 
6. All sentences containing dates and statistics, more often than not, should be followed by a 

citation. 
 

7. To document, use a parenthetical citation or footnotes.  Parenthetical citation is using 
parentheses to include source information in the body of the paper. Footnotes or endnotes 
provide source information at the bottom of the page or end of the document. Parenthetical 
citation is explained on the following page..  For your first  draft , the citation may look like 
this:  

 

               (F 402).              or             ( A npg) —  npg = no page given 
 

     If the author of source card F is Tom Cruise, in your final typed paper, your  
     parenthetical citation will look like this:   
 

               (Cruise 402).     
Note the period of the sentence you quoted is outside the parenthetical notation. 

 

8. When you copy information off several note cards, one right after the other, and the cards are all 
from the same source and the same page, put your citation at the end of the information copied 
off the last card if  

a. the material is all related 
b. you are putting this information all in one paragraph 
c. all the information is in your own words. 

 

9. For an Internet source without an author, use an abbreviated title and page number as printed 
out. 

 

10. All quotes of 50 words or more should be indented one inch from the left; do not use quotation 
marks because the indenting indicates the section is a direct quote. 

 7 Connect  Your Ideas  



 

49 

Using Endnotes or Footnotes 

 
When writing the final draft, you may be asked to document in note form with either footnotes at 
the bottom of each page or endnotes at the end of the paper.  These formats are an alternative to the 
parenthetical citations explained on the previous page. 
 
 
A footnote provides information at the bottom of the page, but the computer automatically formats, 
inserts, and numbers each citation.  You should use this if your note is more than just a citation. 
 
There is a difference between a footnote and the Works Cited format: 
 
The Works Cited, or bibliographic form, has three main divisions followed by a period: the author’s 
name reversed for alphabetizing, the title, and publishing data. 
 

Frye, Northrop.  Anatomy of Criticism: Four Essays .  Princeton: 

Princeton UP, 1957. Print. 

 
A documentary footnote has four main divisions, with a period only at the end: the author’s name in 
normal order, followed by a comma; the title; the publishing data in parentheses; and a page 
reference. 
 

1Northrop Frye, Anatomy of Criticism: Four Essays ,(Princeton: 
Princeton UP, 1957) 52. Print. 
 

2 Author, “Web Page Title,” Web Site Title , Date,(Who 
published) (URL Address). 
 
When referring to the same work again, you only need to write the author and page number.  If 
there is no author, provide the title of the work. 

 3 Frye, 54. 
 

Refer to the sample papers for examples. 
 

�  
To create footnotes in Microsoft Word, 
At the place where you want to insert a footnote, click on  Insert , then 
Reference  �  Footnote …, A window will open up and you can type 
in the correct information.  Then close the small window or click on 
your text when the note is complete.  
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Using Parenthetical Citations 

Another method of documenting sources is the parenthetical citation.  In this process, the source is 
shown in the text.  There is no endnote page; however, all the sources must be listed alphabetically 
in the Works Cited page. 
 
Generally speaking, the parenthetical citation gives the author of the source and the page reference.  
In the following example, the parenthetical citation after the quotation shows the author of the quote 
as well as the page number of the source from which it was taken. 
 
The concept of the American Dream is symbolized by the character of Jay Gatsby 

in the novel The Great Gatsby .  As the narrator, Nick Carroway notes about 

Gatsby, “He had thrown himself into it (dream) with  a creative passion, adding 

to it all the time, decking it out with every brigh t feather that drifted his 

way.  No amount of fire or freshness can challenge what a man will store up in 

his ghostly heart”(Fitzgerald 59). 

If the author’s name is clearly indicated in the text, only record the page reference in parentheses.  
For example: 
 

F.S. Fitzgerald embodies the concept of the America n Dream in the character of 

Jay Gatsby in The Great Gatsby .  Speaking through the narrator of the novel, the 

author comments, “He had thrown himself into it wit h a creative passion, adding 

to it all the time, decking it out with every brigh t feather that drifted his 

way.  No amount of fire or freshness can challenge what a man will store up in 

his ghostly heart”(59). 
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If there are two or more works by the same author, give the author’s name, title of the work as well 
as the page reference in the parentheses.  For example: 
 

(Fitzgerald, The Great Gatsby 59) 
 
(Fitzgerald, Tender is the Night  97) 
 

Of course, if the author’s identity is clearly indicated in the text, give only the title and the page 
reference.  For example: 
 

( The Great Gatsby  59) 
 
( Tender is the Night  97) 
 

If there are multiple authors of the source, give the last names of the authors or one last name 
followed by “et al.” in parentheses as well as the page reference. For example: 
 

(Smith, Jones, and Fine 843) 
 
(Smith, et al. 843) 
 

If the work is taken from a multivolume set, give the volume number as well as the page reference 
after the author’s name.  For example: 

 
(Smith 7: 70)   
 

Again, if the author’s identity is clearly indicated in the text, give only the volume number and page 
reference.  For example: 

 
(7: 70)  
 

If you wish to include two or more works in a single parenthetical reference, cite each work as you 
normally would in a reference, and use semicolons to separate the citations.   

 
(Smith 42; Fitzgerald 180-181 ) 

 
If the quotation or cited passage is set off from the text, insert the parenthetical citation two 

spaces after the concluding punctuation of the quotation or cited passage.

Connect Your Ideas   7 
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First Draft Checklist for Research Paper 
 
Organization, Documentation, and Sources 
 
_______1.  Title reflects thesis 
 
_______2.  Main points in introductory paragraph developed in the same order in paper 
 
_______3.  Follows order of outline; includes only information indicated in outline 
 
_______4.  Required (at least 3) number of sources 
 
_______5.  Parenthetical notes are used 
  
_______6.  A parenthetical note exists for each “Works Cited” entry and vice versa 
 
_______7.  Paper does not rely too heavily on one source 
 
_______8.  Do not overuse quotations.  No more than 25% of your paper should be in quotes.  
 
_______9.  Paper is free of consecutive (back to back) quotes 
 
Form 
 
_______1.  Title page (if required by teacher) is accurate in form 
 
_______2.  Outline (if required by teacher) is accurate in form 
 
_______3.  First page is correct in margin and header 
 
_______4.  “Works Cited” page is accurate in form 
 
_______5.  Parenthetical notes use documentation correctly 
 
_______6.  Form is correct for long and short quotes 
 
_______7.  Margins, spacing, and page numbers (including last name) are correct  
                     
_______8.  Paper is double-spaced and in a NEW folder 
 
_______9.  Note cards (only cards used in paper) are in order of the outline/paper 
 
_______10. Paper indicates careful proofreading 
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Problems Your First Draft May Reveal to You 

 
 

1. Introduction and/or conclusion too long or too short 
 
Solution:  These need to be 4-6 sentences. 
 

2. Too much background given on person or topic 
 
Solution:  The only background most of you need for most assignments is simply information 
that relates directly to your person or topic or that leads into the main focus of your paper. 

 
3. Thesis not adequately developed, just re-stated over and over in different 

ways 
 
Solution:  You need specific examples throughout your paper to support and develop your 
thesis.  Make sure every section in your paper has clear facts (Remember to document), telling 
WHO, WHAT, WHEN, WHERE, and WHY. 

 
4. Paper too long 

 
Solution:  Stop sooner OR begin later OR leave out a section AND change your thesis. 

 
5. Paper too short 

 
Solution:  Pick out one section and take more notes on it; you may have to change your thesis. 

 

 

 

“[Good] writing is concise.  A sentence should contain no unnecessary words, a paragraph 
should contain no unnecessary sentences, for the same reason that a drawing should have no 
unnecessary lines and a machine no unnecessary parts.” 
      William Strunk 
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Formatting a Works Cited Page 

�  At the end of your project, include a Works Cited page with the words “Works Cited” 
centered at the top.  On your page, the words “Works Cited” should not be underlined, put in 
quotation marks, enlarged, or put in all capitals. 

�  Double space the entire page, both between and within entries. 

�  Use the same format for Works Cited entries with a hanging indent as explained on pp. 
22-23 and 26-28. 

�  List information about every work you have cited to prepare your project.  Do not include 
works you read but did not cite. 

�  Arrange entries in alphabetical order according to the author’s last name or the first word of 
the citation.  Do not number the entries. 

�  Omit any information that does not exist.  For instance, if no author is listed, skip the author’s 
name and begin with the title. 

�  Put two spaces after each period.  Do not forget to put a period at the end of each entry. 

�  Use the examples of the model research paper and this booklet as a guide. 
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PRESENT YOUR FINDINGS  
 
 
 

A good researcher will revise and polish her work in a format appropriate 

for the purpose of the assignment or target audience. 

 
 
 

¨  How do you present quality findings? 

¨  Sample grading guidelines and rubrics 
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How do you present quality findings? 

 
 
 
 
 
 
 

This is your last chance to produce a polished project. 
 
Each assignment will have different expectations:   
 
�  All research will have a Works Cited page 

�  All written projects will have a title page and a Works Cited page 

�  Formal research papers will include the following: 

�  Title page 

�  Outline 

�  Paper with parenthetical or footnote/endnote documentation 

�  Works Cited 

�  Note cards and bibliography cards for sources used 

 

 

 

Before submitting your findings, review your 
teacher's grading sheet guidelines carefully. 
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Sample Grading Guidelines for an English Research Paper 

In a NEW pocket binder, place the following: 
1. This checked guide sheet 
2. Your first draft with checklist for first draft 
3. Your revised final outline 
4. The source cards and note cards for sources used 
5. The research paper 
6. Works Cited Page 
 
GRAMMAR 
 
____ Sentence Fragment=F 
____ 3 Spelling Errors=D 
____ 2 Major Errors=C (CF, FS, AGR, 

MM, PAR 

____ 11-15 Minor Errors=C 
____ 6-10 Minor Errors=B 
____ 1-5 Minor Errors=A 

 
CONTENT 
1 Organization 

____a. follows order of outline 
____b. includes only information indicated in outline 
____c. main points in introductory paragraph developed in same order in the paper 
____d. the paper overall is well-organized 

2 Thesis Development 
____a. contains sufficient and relevant supporting examples 
____b. quote selection is good 
____c. quotes make up only 25% of paper 
____d. is clear, logical, and unified throughout 

3 Documentation and Sources 
____a. parenthetical notes are used when necessary 
____b. required number of sources and a variety of types of sources used 
____c. does not rely too heavily on one source 
____d. a parenthetical note exists for each Works Cited reference and vice versa 

4 Transition is good throughout the paper 
5 Paper is correct length 
 
FORM 
______Is the title page accurate in form? 
______Is the outline accurate in form? 
______Is the first page correct in margin and page numbering? 
______Are the parenthetical notes accurate in form for final draft? 
______Is the form correct for long quotes (5 lines or more) and for short quotes? 
______Are the margins, spacing, and page numbers correct throughout the paper? 
______Is the paper double-spaced on white paper and in a NEW folder? 
______Are the note cards in order of the outline/paper? 
______Is the Works Cited page accurate in form? 
______Does the paper reflect careful proofreading? 
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Sample Rubric for Presentation Project 

Content (50 points):   
- Thesis is clearly focused 
- Evidence is accurate and convincing 
- Conclusion extends, connects, and comments on topic 
- Use of several sources clearly evident 
- The audience learns something from the paper/comments/presentation 

 
Organization (15 points):  

- A clear introduction, body of evidence, conclusion evident 
- The order of paper/presentation contributes to an effective argument and reinforces the 

content 
- There is a logical order evident 
- There is an appropriate length, not too long or too short 

 
Mechanics (30 points):  

- Format is appropriate to the task and the audience 
- Evidence of time and care taken 
- Works Cited submitted 
- Project is complete, interesting and error free 
- Paper is properly documented 

 
Presentation (5 points):   

- Appropriate comments made to class which show time and thought 
- Project presented on time 
- Shows evidence of thorough knowledge of the period 
- Identifies key issues and main points and understanding 
- Visually or verbally striking 

 
The truly exceptional project is extremely well organized. It has a logical format which is easy to 
follow, flows smoothly from one idea to another and cleverly conveys and displays an organization 
which enhances the effectiveness.  The author goes above and beyond to research information, 
brings in personal ideas and information to enhance the project and uses a number of resources.  It 
is particularly clever and is presented with originality and a unique approach.  It is engaging and 
captures the interest of the audience. 
 
The amateur project is difficult to follow, has inaccuracies or misleading facts, does not utilize 
resources effectively, shows little or no fact gathering, is bland, and lacks “zip.”  It does not keep 
the audience interested because they can’t determine the point of the presentation and it is either too 
long or too short. 
 
Be sure you understand all the directions and use TA, Writing Lab, and other resources to do this 
properly and honestly.  Learning the correct way now will save you headaches and worse later. 
 
Comments:        Grade:________________ 
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EVALUATE  
 
 
 

A good researcher is able to note what was successful and what 

can be improved for her next project. 

 
 
 

Did you think you were finished? 

 
 
 
 
 
 

�  Note your successes  

 

�  Learn from your errors. 

�  Improve your next assignment. 

 

Research is a part of everyday life and a needed skill. 

 
 
 
 

9 

The grade is not the only information you 
receive from your research project. 
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NOTES: 
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SAMPLE  PAPERS 
 
 
 
 
 
 
 
 
 
The following section includes two research papers written by high school students, one by a former 
St. Margaret’s student Cecilia Farfan and the other from Writing the Research Paper by Lotte 
Blustein and Rosemary Geary.  These examples also demonstrate two forms of documentation: 
footnotes and parenthetical citations.
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The Influence of Cowan Bridge in Jane Eyre 
 

 
Thesis:  Cowan Bridge, a charitable school for the daughters of 

clergy, influenced Brontë when she wrote about Lowo od 

School in Jane Eyre . 

 
Introductory Paragraph 

I.  Charitable Schools 

A.  Aim of curriculum 

B.  Jane’s chosen profession 

II.  Both schools’ structure 

A.  Clothing 

B.  Routine 

C.  Diet 

III.  Wilson and Brocklehurst 

A.  Principal of Cowan Bridge  

B.  Principal of Lowood 

Concluding Paragraph 
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Farfan 1 
 
 

 In her first published novel Jane Eyre , Charlotte Brontë 

draws on her own educational experiences.  Patrick Brontë, 

Charlotte’s father, sent all his daughters (except Anne) to Cowan 

Bridge School near Tunstall in Lancashire in August  1824.  

Charlotte was eight years old, but her age did not keep her from 

having a strong opinion about her school.  In fact,  Cowan Bridge, 

a charitable school for the daughters of clergy, in fluenced Brontë 

when she wrote about Lowood School in Jane Eyre .  Throughout the 

narrative, readers who also know Brontë’s life reco gnize the 

parallels in regard to the goals of an education, t he structure, 

and the headmasters of both schools. 

In the novel, Lowood School is a charitable institu tion like 

Cowan Bridge.  Unlike Brontë’s experience, however,  Lowood was not 

a school for the daughters of poor clergymen, but i t certainly 

provided their students with an education “that sui ted their 

station and prepared them for future employment as governesses” 

(27) states Herbert Rosengarten.  According to Eliz abeth Gaskell, 

Brontë’s friend and biographer, students at both sc hools learned 

history; geography; the use of globes, grammar, wri ting, and 

arithmetic; all kinds of needlework; and  
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Farfan 2 

the nicer kinds of household work—such as fine-line n ironing 

(Gaskell).  An additional charge was required for m usic or 

drawing.  In Brontë’s novel, when Jane decides to l eave Lowood 

where she has also taught two years, she becomes a governess for a 

little French girl. 

Although living conditions improved as a result of sweeping 

reforms caused by a typhus epidemic months into Jan e’s arrival at 

Lowood, her first quarter (January, February, and M arch) resembled 

life at Cowan Bridge.  She says:  “Our clothing was  insufficient 

to protect us from the severe cold:  we had no boot s, the snow got 

into our shoes and melted there; our ungloved hands  became numbed 

and covered with chilblains” (Brontë 68).  Gaskell documents life 

at Cowan Bridge:  uniforms were plain straw cottage  bonnets, 

simple white and purple frocks, and purple cloth cl oaks.  They 

were insufficient for the weather conditions.  On S unday, the 

pupils had to attend Tunstall Church, where the Rev erend Carus 

Wilson preached.  More than two miles separated chu rch and school, 

and winters most often meant cold rain or snow or s leet. Her first 

morning at Lowood, Jane describes her hunger:  “I d evoured a 

spoonful or two of my portion without thinking of i ts taste; but 

the first edge of hunger blunted, I perceived I had  got in hand a 

nauseous mess” (Brontë 52).   In Eminent Victorian Women , 

Elizabeth Longford confirms that diet at both insti tutions was 

unsanitary, and in 1825 bad and stingy management l ed to an  
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outbreak of typhus.  When food was edible, big girl s grabbed the 

better morsels from the small children, and, worst of all, the 

milk was often full of fermenting tubercular germs (34).  Almost 

without exception, Brontë and scholars attribute su bstandard 

clothing, a harsh schedule, and terrible food to th e Reverend Mr. 

Brocklehurst and Wilson respectively. 

 Clearly Wilson, Brontë’s inspiration for her chara cter 

Brocklehurst, appears to have given little thought to the needs of 

the children in his charge.  While he imposed a “st ern regime of 

ascetic piety and self-denial” (Rosengarten 27), he  deprived the 

students of adequate clothing and diet.  Margot Pet ers emphasizes 

in Unquiet Soul: A Biography of Charlotte Brontë that these 

practices made Brontë think Brocklehurst “an immora l, hypocritical 

and benighted man” (13).   In the novel Brontë desc ribes his 

“mission. . .to teach these girls to clothe themsel ves with shame-

facedness and sobriety, not with braided hair and c ostly apparel” 

(73).  Such a statement contradicts the headmaster’ s mission when 

three ladies enter the classroom “splendidly attire d in velvet, 

silk, and furs. . . These ladies were received as M rs. and Misses 

Brocklehurst” (74).  Gaskell confirms that Wilson a nd Brocklehurst 

wrote pamphlets about “good” children and the conte nted and even 

eager way “to embrace an early death”; both men del ivered “hell-

fire” sermons, which gave them power over their lis teners.  They 

frequently reminded the girls of their dependent po sition—that  
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they were receiving their education from the charit y of others 

(Gaskell). 

 Undoubtedly, Brontë’s experiences at Cowan Bridge were her 

main source for writing about Lowood School in Jane Eyre .  She 

turned her hatred for the school and for its founde r into a 

powerful setting for her young heroine.  Brontë and  Jane 

confronted hardships every day; however, both manag ed to survive 

courageously because they understood the importance  of education.  

Where the young Brontë was powerless to make change s, however, her 

Jane speaks out against the deplorable in life.  Jane Eyre  is the 

consequence of one person’s life, yet its universal  appeal made it 

successful even before its readers knew the author’ s identity.  

That it remains popular is proof of its appeal to i ntegrity, 

dignity, and independence in its readers—particular ly in women.  
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Outline 
 
 

Thesis: American Vietnam Veterans are becoming incr easingly concerned 

as the effects of dioxin (Agent Orange) are reveale d. 

I.    Introduction 

II.  Use of dioxin 

A.  Defoliant in Vietnam War 

B.  Herbicides in U.S. 

III.  Personal Case Studies 

A.  Ron DeBoer 

B.  Ray Clark 

IV.  Veterans Administration’s response 

A.  Maude de Victor 

B.  Clinic at Cape Cod Hospital 

C.  Air Force Study 

V.    Private Studies 

A.  Animal experiments 

B.  Psychological effects 

C.  Birth defects 

VI.  Recent Data 

A.  Inconclusive evidence 

B.  Citizen Soldier Support Group 

VII.  Conclusion 
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American Vietnam veterans are becoming increasingly  concerned as the 

effects of dioxin (Agent Orange) are revealed.  The se men were told by 

their government during the war that the herbicide was not dangerous for 

human beings.  They proceeded to bathe in contamina ted water, walk and 

crawl through defoliated areas, and eat and drink f ood and water which 

had come in contact with this mysterious liquid.  Y et, as a result of 

individual and group case studies, American Vietnam  veterans are 

realizing the potential dangers to their health. 

Agent Orange is a reddish-brown liquid made up of t wo chemicals:  

2,4,5 — Trichlorophenoxyacetic acid and 2.4 — Dichl orophenoxyacetic acid, 

or more commonly:  2,4,5 — T and 2,4 — D, 2,4,5 — T  contains dioxin.  

Twelve million gallons of the chemical were sprayed  on the jungle areas 

of South Vietnam in order to expose enemy soldiers. 1  The herbicide 

killed the plant life by disturbing normal physiolo gical processes 

causing abnormal increases in size and distortions in the plants. 2   

Dioxin was frequently used in the United States.  H owever, due to 

questions raised concerning the safety of the chemi cal, the Environmental 

Protection Agency banned the use of 2,4,4 —T on Mar ch 1, 1977.  As a 

result of a protest by Dow Chemicals concerning the  lack of proof of harm 

caused by dioxin, 2,4,5 —T is still used on range l ands and in rice 

fields. 3 

                                                 
1 Mike Feinsilber, “Agent Orange Study,” Middlesex N ews. 25 Feb 1984: 3. 
2 Agricultural Science — (Plant) Herbicides,”  McGra w-Hill Encyclopedia of 
Science and Technology , 1978 ed., 142. 
3 Agricultural Science — (Plant) Herbicides,” 142. 
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The health problems confronted by the veterans are numerous.  Fred 

A. Wilcox, in his book Waiting for the Army to Die , outlines many cases 

involving the plight of the veteran who came in con tact with Agent 

Orange.  Almost all of the soldiers suffered or are  suffering from 

chloracne, a skin problem skin eruptions on the fac e, neck, and back, 

which are highly sensitive to light. 4  To date, chloracne is the only 

ailment proven to be linked with Agent Orange.  Wil cox, however, found an 

assortment of problems.  For example, Ron DeBoer fo und himself a victim 

of Agent Orange through testicular cancer.  He was “bewildered, confused, 

angry, hardly able to believe that he had survived twelve months of 

guerilla warfare only to succumb to a disease that hardly ever attacked 

men his age. . . . 5  He had never suspected Agent Orange until he bega n 

reading about the possible effects of dioxin exposu re.  He decided to 

find the other men in his platoon and inquire into their health.  Without 

any assistance, DeBoer was not able to locate all t wenty of his men: 

So I was able to locate only six men out of the twe nty that were 

in the platoon, and what I found was that five out of the six 

had hard-core Agent Orange problems:  dead children , deformed 

children, cancer, gastritis, hypertension, liver pr oblems, and 

other serious health problems. 6 

The Veterans Administration has a history of avoidi ng claims 

relating to Agent Orange.  In Chicago, in 1977, a V A worker named Maude 

de Victor was forced to cease her investigation of Agent Orange.  de 

Victor received a telephone call from Mrs. Charles Owens, who blamed her  

                                                 
4 Fred A. Wilcox, Waiting for the Army to Die , (New York: Vintage, 1983)  14. 
5 Wilcox 17. 
6 Wilcox 22. 
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husband’s cancer on the chemicals that he had been exposed to during the 

Vietnam War.  Four months later, Mrs. Owens called again to inform the VA 

that her husband had died.  Maude de Victor began h er study when Captain 

Alvin Young of the Air Force’s Surgeon General’s Of fice told her that he 

believed the Vietnam Veterans were suffering from A gent Orange 

contamination. 

De Victor began logging in cases of veterans with d isabilities 

possibly linked to exposure to Agent Orange.  She f ound many throughout 

the Chicago area.  Then, without warning, she was o rdered to stop working 

on her project.  The VA was apparently concerned th at she would uncover 

too much.  De Victor decided to tell what she had l earned by way of 

television broadcasts. 7 

The most recent study, held in Washington D.C., con centrated its 

efforts on Veterans who had sprayed Agent Orange du ring the war.  The 

results that were published indicated that they (Vi etnam American 

veterans) "are not suffering abnormally high rate o f major diseases but 

they have some inexplicable health problems that mu st be watched." 8  In 

other words, the study was yet another waste of mon ey by a government 

agency.   No concrete answers were offered, but rat her more denials were 

registered.  The few health problems found among th e sprayers who are 

believed to have been more exposed than those on th e ground, tended to be 

minor."  No early diseases, no big diseases are sho wing up," reported 

Major General Murphy A. Chesney, deputy Air Force s urgeon general.  He  

                                                 
7 Tod Ensign and Michael Uhl,  "Blowing the Whistle on Agent Orange,"  The 
Progressive   June 1978: 29. 
8 Feinsilber 3. 
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went on to say that he "would be confident about us ing Agent Orange in 

another war. 9 

In a number of private studies, similar findings we re revealed.  

Vincent St. Omer, an associate professor of veterin ary pharmacology at 

the University of Missouri, Columbia, conducted an experiment involving 

pregnant rats which were exposed to "safe" levels o f Agent Orange.  "The 

seven hundred babies were born looking normal, "say s St. Omer.  "You 

couldn't tell the experimental group from the contr ol animals." 10  

However, the offspring of the exposed rats develope d disabilities in 

motor and reflex coordination. 11 

In addition to the physical problems, veterans are concerned about 

the psychological problems connected with Agent Ora nge.  The problems 

were found not among those who had been exposed, bu t rather among those 

who thought they had been exposed, according to an experiment by 

University of Minnesota psychologists Gregory P. Ko rgeski and Gloria R. 

Leon.  The team used information from the Departmen t of Defense to find 

out where the herbicide was sprayed and to determin e which of the one 

hundred veterans had been sprayed.  All subjects we re then given 

psychological and neurological tests.  According to  the results most 

veterans who believed they had been exposed to Agen t Orange reported 

significantly more problems than the controls. 12 

Because of the controversial data surrounding the i ssue, additional 

information has been made available to veterans dur ing 1983.  Two new  

                                                 
9 Feinsilber 3. 
10 "Agent Orange: Are 'Safe' Levels Toxic?"  Science Digest   Sept. 1983:  30. 
11 "Agent Orange:  Are 'Safe Levels Toxic?"  30. 
12 W. Herbert, "Vets Mindful of Herbicides Effects,"  Science News  12 Nov. 1983: 
309 
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books have been published:  Kerry, Agent Orange and  an American Family  by 

Clifford Linedecker with Michael and Maureen Ryan, and Waiting for an 

Army to Die  by Fred A. Wilcox.  Kerry  centers around the Ryans and their 

daughter Kerry, who was born with serious birth def ects.  Besides telling 

stories concerning the veterans involved with Agent  Orange, Waiting  also 

offers addresses in every state where veterans can write for information 

and assistance. 

Advances have been made in recognizing the harmful effects of Agent 

Orange.  It is the responsibility of the government  to complete the 

research on this dangerous chemical.  Meanwhile, th e veterans live in 

fear—both of the known and the unknown.  They deman d more tangible 

answers and solutions to their physical and psychol ogical problems.  

Hopefully, the published results of comprehensive r esearch will serve as 

a warning against the misuse of such potentially ha rmful chemicals in the 

future. 
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