SHORT GUIDE TO TERM PAPER WRITING

GETTING STARTED

1. If topic is not assigned, think about some issue that you have studied that you would like to research. This issue can come from class discussion, the text book, current events, etc.

2. To begin to organize research and the paper, ask yourself questions about the topic.  These questions, when answered, can lead to a statement that can be the beginning of your central thesis.

3. Research to find more information on your topic and how other writers and researchers have examined the topic.

ORGANIZATION

1. The thesis statement is not a question or a list or a fact but an arguable opinion.

2. The thesis statement is in the introductory paragraph.

3. The introductory paragraph should indicate how the thesis statement will be supported.

4. There should be a strong conclusion that restates the points made in support of the thesis.

5. Topic sentences of each paragraph should support the thesis statement

CITATIONS

1. Use quotes only when they make a strong point or use unique language.

2. Do not use only the first name of a person being quoted.

3. Do not write the paper then insert quotes.

4. Do not over quote or use back to back quotes.

5. Give the source credit when paraphrasing.  Changing single words within a passage does not constitute paraphrasing. 

6. Quote only sources that are reliable and credible.

7. Follow all paraphrasing and quotations with a parenthetical citation.

8. Reference the works cited page by using the source in the parenthetical citation as the first name of the source on the works cited page.

9. Indent quotes longer than four lines.

10. Identify source in quotes as an authority in area when necessary.

11. Use ellipsis (. . .) in quotes that leave out material within a sentence or leave out material between sentences to show the reader that this has been done.

FORMAT

MLA

1. All pages should be numbered including the first in the upper right hand corner.

2. There are one inch margins. 

3. The name of the author, the name of professor, the course number and the date of submission are on the  left hand side of the first page and then there is a  double space before the centered title and then a double space before the text of the paper.

4. The works cited page is also numbered.

APA

1. All pages have a running head of an abbreviated title and are numbered including first page which is the title page.

2. There are one inch margins.

3. The title page has three double spaced elements: running head right flush, author's full name and affiliation and title. All are centered horizontally but not necessarily vertically.

4. The second page is an abstract which is a short summary of the paper--usually between 75-120 words.

5. On the first page of text, the full title is centered at the top of the page beneath the running head, and there is a double space between first line of text and title.

PROOFREADING

1. Make an assessment of your own strengths and weaknesses and look for errors that you have made in the past.

2. Check flow of paper by having another person read it

3. Check to see if each paragraph relates back to the central thesis.

4. If a sentence is unclear to you, the writer, as you proofread, rewrite it.

5. If you have misspelled a word, make sure the speller has given you the right word, and use a dictionary if you are in doubt.  After making a spelling correction, reread the sentence.

6. Check to see if the language is consistent.

7. Check to see if the quotes and paraphrasing are cited with parenthetical citations and if each citation leads the reader to the works cited entry.

8. After making the necessary changes, read the paper again.

WORKS CITED PAGE

MLA

1. Center heading--WORKS CITED.

2. List only sources that are quoted.

3. Alphabetize sources by author's last name.

4. Do not number sources.

5. Indent all lines of source after the first line to the left five spaces.

6. Put the date of access for all online sources.

APA

1. Center heading--References.

2. List all sources that have been essential to the writing of the paper.

3. Alphabetize sources by author's last name.

4. Do not number sources.

5. Indent all lines of source after the first line to the left five spaces.

6. Put the date of access for all online sources.

