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Introduction

This guide has been prepared for use by students in the Communications Arts Program at Montgomery Blair High School.  Its purpose is to facilitate the writing process by providing consistent standards which will be used across the curriculum by all CAP teachers.
Manuscript Form

For non-research papers, write the following information in the upper right hand corner:  your name, course name and period, and date.   For research papers, record this information along with the title on a cover sheet.  

Center the title on the first line.

For non-research papers, skip a space between the title and the first line of text.  For research papers, skip three lines.

When handwriting your papers, use blue or black ink.  When typing your papers, use a 10 or 12 point font and double space.

Maintain a one inch margin on the left and a one inch margin on the right.

Number each sheet of paper after the first. 

Use staples to fasten pages together.  Do not tear corners to fasten pages together.

When citing sources, use the works cited format described in this packet.

Plagiarism Policy

See CAP Code of Academic Integrity.

Correction Symbols

Use this sheet to help you identify the marks your teacher makes on your paper.  If you do not understand the meaning of the notation, consult the source listed (page numbers refer to Warriner’s English Grammar and Composition:  Complete Course ; those marked with an “S and W” refer to Strunk and White’s The Elements of Style).  Then make the appropriate corrections.

Notation

Meaning of Notation and Location of Explanation 

AWK


Awkward Phrasing






BIB 
Bibliographic entry incomplete or      incorrect (MLA Style sheet)


CAP
Capitalize this word or phrase (503-316 W)

CASE
Change pronoun to nominative or objective case (104 -122 )

 (11 S and W)

CIT
Citation needed, inadequate or incorrect citation (MLA Style sheet)

CONTRA
This contradicts what was said previously

DANG MOD
Dangling modifier (233-235) (13 S and W)

DS


Double space

FRAG


Sentence fragment (197-201)

LOGIC
Reasoning does not make sense or is illogical (400-427)

NS
Non sequitur; one idea is unrelated to the other; it does not follow (400-427)

P
Missing or incorrect punctuation (517-536) (2, 5, 7, 9 S and W)

PER
Use of first or second person is not appropriate here (5)

PLAG


Plagiarism ( See Plagiarism Policy)

P.V. 


Passive voice (153-157) (18 S and W)

POSS
Possessive used incorrectly here (547-551) (1 Sand W)

RED 


Statement is redundant; repetitious

REF or PR
Pronoun has no antecedent; not clear to what this refers (99-101 and 222-229)

R.O. 


Run on sentence (202-203)

SP


Incorrect spelling (Dictionary)

S/V AGR
Subject/verb do not agree (85-98) (9 S and W)

SUPP
Failure to support a view, statement or argument (400-405)

T.S.


Topic sentence is missing (309-326)

TRANS
No or poor transition from one idea to next (or one paragraph to next)  (336, 350-354)

TYPE


Needs to be typed

V.T. 
Incorrect or inconsistent verb tense (142-152) (31 S and W)

WC or WW 
Poor choice or word or phrase; wrong word

WORDY
Phrase or sentence does not contribute to content; unnecessary or wordy (253-264)

¶


New paragraph (309-338)

?? or COH

Meaning is not clear

//


Not parallel structure (239-245)

^


Omission
Specific Kinds of Writing

RESEARCH PAPER  

For additional information---  see pages noted in Warriner’s English Grammar and Composition: Complete Course. 

Step One:  
Select and limit the subject (442-445)

Step Two: 
Conduct preliminary research 

Gather appropriate resources.  Scan each one and determine which sources are pertinent and/or useful. 

For each of those references, create a source card using the format provided in the attached “Works Cited Format.”    Assign each reference a letter, beginning with A, and record that letter in the upper right hand corner of the card.  See “Sample Works Cited Card” below.  

Then read those sources to determine what the main topics or contentions of the paper will be.  

Sample Works Cited Card

	A

Bauer, Peter and Anthony Daniels.  “U.S. Foreign Aid Harms Other Nations.”   Opposing Viewpoints.  Ed. London, University Press, 1923.Pg 3.


	Source number or letter


Step Three:  
Prepare a preliminary outline

Use the preliminary information you have gathered to develop an outline which contains the thesis and main ideas of the paper. Having a good preliminary outline will help you to be more focused in your research and will save you time in the notetaking phase.  
Sample preliminary outline: 

Introduction

Background information

Thesis - The US should not give foreign aid to developing nations

Giving aid is not necessarily the moral thing to do

Providing aid is costly

Supplying aid to unstable governments does not guarantee freedom for the people

Conclusion



Step Four:  
Read and take notes on note cards

All of the notes that you take should fall under one of the main ideas or contentions in your preliminary outline, but limit each card to one topic from the outline.  Each card should contain either a summary, a paraphrase or a direct quote, or a combination (448-451). 

On each card, note the source by placing the correct letter in the upper right hand corner of the card.  Note the page(s) where the information appears by placing that information in the lower right hand corner.   See the “Sample Note Card” below.  

As you read and take notes, you may decide to revise your outline or add subtopics. 
Sample Note Card

	Card keyed to outline

Topic or contention

Summary or paraphrase

Direct quotation or proof of contention
	II.C                                                                                 A2
Giving aid is not moral

Sometimes foreign aid has had negative consequences, as in Tanzania

“It was aid that made possible the resettlement at gunpoint of a considerable proportion of  Tanzania’s rural population. . .”
p. 138
	Source letter

Card number for that source

Page number


Step Five:  
Write final outline, incorporating notes

Think of this outline as your “road map.”  In addition to the main ideas or contentions, it should contain all of your supporting details, presented in an organized and logical manner.  Key your notecards to the final outline by writing the number and letter of the corresponding part of the outline in the upper left hand corner of each note card.  See the “Sample Note Card” .  

Sample Final Outline

	Topic of Paper

Argument or 

Thesis

Main idea or Contention 1

Supporting details

Main idea or Contention 2

Supporting details

Main idea or Contention 3

Supporting details

Conclusion

Conclusion restates thesis and takes it a step further

	Should the U.S. Give Foreign Aid?

Introduction

Background information 

organizations and amount 

reasons to give aid 

Thesis - For moral, economic, and political reasons, the US should not provide foreign aid to developing nations. 

Giving aid is not necessarily the moral thing to do

there is nothing in the Constitution which says we must give aid

aid can cause more problems by encouraging dependency 

by providing support to corrupt leaders, aid subsidizes horrors 

Providing aid is costly

Gives foreign countries a competitive advantage in trade 

US gets no financial return on the money given to others 

Supplying aid to unstable governments does not guarantee freedom for the people

Money goes to government, not people

instead of funding social programs to improve conditions, government buys weapons to suppress dissidents 

government gets larger and stronger and exerts more control 

Money does not prevent war, but instead encourages it, as in the case of India and Pakistan 

Conclusion - The US should not provide financial assistance to developing countries but should come up with creative solutions which will help them to solve their own problems. 
	


Step Six:  
Write first or rough draft

Organize the ideas from your outline into meaningful sentences and paragraphs, creating a cohesive research paper.  Include appropriate documentation (see p. 136-141 in MLA handbook).  
Step Seven:  
Revise first draft 


Edit your paper, then ask for input from peers.  Make corrections.  
Step Eight:  
Write final draft, including citations and list of works cited


You are now ready to write your final paper.

Format for “List of Works Cited.”
Note that this list is a separate page which should be attached at the end of the paper.  It should be titled “List of Works Cited” and should contain only those works which are specifically cited in your paper.  Entries should be alphabetized by the first word and should NOT be numbered. Single space within each entry but double space between entries.  See the sample “Works Cited – MLA Format” on page 15.

Step Nine:  
Create a cover sheet 

This sheet should include the title of your paper, your name, the title of the course, the period, and the date. 

Documenting Sources

The information that appears on the next several pages is excerpted from pages 136-142 of the following text:

Achert, Walter S. and Joseph Gibaldi.  MLA Handbook for Writers of Research Papers, second edition. New York: The Modern Language Association of America, 1984.

What to document

In writing your research paper, you must document everything that you borrow - not only direct quotations and paraphrases but also information and ideas.  Of course, common sense as well as ethics should determine what you document.  For example, you rarely need to give sources for familiar proverbs (You can’t judge a book by its cover”), well known quotations, (“We shall overcome”), or common knowledge (George Washington was the first president of the United States”).  But you must indicate the source of any borrowed material that readers might otherwise mistake for your own. 

Parenthetical Documentation and list of works cited

The list of works cited at the end of your research paper plays an important role in your acknowledgement of sources, but it does not in itself provide sufficiently detailed and precise documentation.  You must indicate exactly what you have derived from each source and exactly where in that work you found the material.  The most practical way to supply the information is to insert brief parenthetical acknowledgements in your paper wherever you incorporate another’s words, facts, or ideas.  Usually, the author’s last name and page reference are enough to identify the source and the specific location from which you borrowed material.

Ancient writers attributed the invention of the monochord to Pythagoras (Marcuse 197).

The parenthetical reference indicates that the information on the monochord comes from page 197 of the book by Marcuse included in the alphabetically arranged list of works cited that follows the text.  Thus, it enables the reader to find complete publication information for the source.

Marcuse, Sybil.  A Survey of Musical Instruments.  New York: Harper, 1975. 

Information required in parenthetical documentation

In determining the information needed to document sources, keep the following guidelines in mind:

References in the text must clearly point to specific sources in the list of works cited.  The information in the parenthetical reference, therefore, must match the corresponding information on list.  When the list contains only one work by the author cited, you need give only the author’s last name to identify the work (though you would, of course, have to give the first name as well if two authors on the list had the same last name).  If the work has more than one author, give all the last names or one last name followed by “et al.,” in keeping with the bibliographic entry.  If there is a corporate author, use that name, or a shortened version of it; if the work is listed by title, use the title, or a shortened version; if the list contains more than one work by the author, give the title cited, or a shortened version, after the author’s last name.

Identify the location of the borrowed information as specifically as possible.  Give the relevant page number(s) or, if citing a multivolume work, the volume and page number(s).  In reference to literary works, it may be appropriate to give information other than, or in addition to, the page numbers- for example, the chapter, the book, the stanza, or the act, the scene, and line.  You may omit page numbers when citing one-page articles, articles in works like encyclopedias that are arranged alphabetically, or, of course, in non print sources.

Readability

Keep parenthetical references as brief - and as few - as clarity and accuracy permit.  Give only the information needed to identify a source and do not add a parenthetical reference unnecessarily.  If you are citing an entire work, for example, rather than a specific part of it, the author’s name in the text may be the only documentation required.  The statement “Booth has devoted an entire book to the subject” needs no parenthetical documentation if the list of works cited includes only one work by Booth.  If, for the reader’s convenience, you wished to name the book in your text, you could recast the sentence: “In The Rhetoric of Fiction Booth deals with this subject exclusively.”  Remember that there is a direct relation between what you integrate into your text and what you place in parentheses.  If, for example, you include an author’s name in a sentence, you need not repeat it in the parenthetical page citation that follows.  It will be clear that the reference is to the work of the author you have mentioned.  The paired sentences below illustrate how to cite author in the text to keep parenthetical references concise.

Author’s name in text
Frye has argued this point before (178-85).

Author’s name in reference 

This point has been argued before (Frye 176-85).

Authors’ names in text
Others, like Wellek and Warren (310-15), hold an opposite point of view.

  Authors’ names in reference

Others hold an opposite point of view (e.g., Wellek and Warren 310-315).

  Author’s name in text

Only Daiches has seen this relation (2: 776-77).

  Author’s name in reference

Only one critic has seen this relation (Daiches 2: 776-77).

  Author’s name in text

It may be true, as Robertson writes, that “in the appreciation of medieval art the attitude of the observer is of primary importance. . . ” (136).

  Author’s name in reference

It may be true that “in the appreciation of medieval art the attitude of the observer is of primary importance. . .” (Robertson 136).

To avoid interrupting the flow of your writing, place the parenthetical reference where a pause would naturally occur (preferably at the end of a sentence), as near as possible to the material it documents.  The parenthetical reference precedes the punctuation mark that concludes the sentence, clause, or phrase containing the borrowed material.

In his Autobiography, Benjamin Franklin states that he prepared a list of thirteen virtues (135-137).

If a quotation comes at the end of the sentence, insert the parenthetical reference between the quotation mark and the concluding punctuation mark.

Ernst Rose writes, “The highly spiritual view of the world presented in Sidhartha exercised is its appeal on West and East alike” (74).

If the quotation is set off from the text, skip two spaces after the concluding punctuation mark of the quotation and insert the parenthetical reference.

John K. Mahon offers this interesting comment on the war of 1812:

Financing the war was very difficult at the time.  Baring Brothers, a banking firm of the enemy country, handled routine accounts for the United States overseas, but the firm would take on no loans.  The loans were in the end absorbed by wealthy Americans at great hazard—also, as it turned out, at great profit to them.  (385)

If you need to document several sources for a statement, you may cite them in a note to avoid unduly interrupting the text.

Sample references
Each of the following sections concludes with a list of the works it cites.  Note that the lists for the first five sections do not include more than one work by the same author.

Citing an entire work
If you wish to cite an entire work, rather than part of the work, it is usually preferable to include the author’s mane in the text rather than in a parenthetical reference.

But Judith Kauffman has offered another view.

The Gunn anthology Literature and Religion includes many examples of this influence.

Kurosawa’s Rashomon was one of the first Japanese films to attract a Western audience.

John Ciardi’s remarks drew warm applause.

I vividly recall the Caldwell production of La Traviata.

Pattis’s introduction to computer programming has received widespread praise.

Gilbert and Gubar broke new ground on the subject.

Edens et al. Have a useful collection of essays on teaching Shakespeare.

If, however, you chose not to use the author’s name in the text, include a parenthetical reference.  When citing an entire work, you usually need only the last name of the author (or editor, translator, speaker, creative artist, etc.-whichever name you have chosen to begin the entry in the list of works cited).  If two or three names begin the entry, give the last name of each person listed.  If one name followed by “et al.” begins the entry, give the last name of the person listed, followed by “et al.,” without any intervening punctuation (Edens et al.).  Omit other abbreviations, such as ed., trans., comp.: “There is only one introductory book of essays in this field (Gunn).”
List of works cited

This handout provides an example of a Works Cited page in MLA 2009 format.

Works Cited

"Blueprint Lays Out Clear Path for Climate Action." Environmental Defense Fund. Environmental Defense Fund, 8 May 2007. Web. 24 May 2009.

Clinton, Bill. Interview by Andrew C. Revkin. “Clinton on Climate Change.” New York Times. New York Times, May 2007. Web. 25 May 2009.

Dean, Cornelia. "Executive on a Mission: Saving the Planet." New York Times. New York Times, 22 May 2007. Web. 25 May 2009.

Ebert, Roger. "An Inconvenient Truth." Rev. of An Inconvenient Truth, dir. Davis Guggenheim. Rogerebert.com. Sun-Times News Group, 2 June 2006. Web. 24 May 2009.

GlobalWarming.org. Cooler Heads Coalition, 2007. Web. 24 May 2009.

Gowdy, John. "Avoiding Self-organized Extinction: Toward a Co-evolutionary Economics of Sustainability." International Journal of Sustainable Development and World Ecology 14.1 (2007): 27-36. Print.

An Inconvenient Truth. Dir. Davis Guggenheim. Perf. Al Gore, Billy West. Paramount, 2006. DVD.

Leroux, Marcel. Global Warming: Myth Or Reality?: The Erring Ways of Climatology. New York: Springer, 2005. Print.

Milken, Michael, Gary Becker, Myron Scholes, and Daniel Kahneman. "On Global Warming and Financial Imbalances." New Perspectives Quarterly 23.4 (2006): 63. Print

Nordhaus, William D. "After Kyoto: Alternative Mechanisms to Control Global Warming." American Economic Review 96.2 (2006): 31-34. Print.

---. "Global Warming Economics." Science 9 Nov. 2001: 1283-84. Science Online. Web. 24 May 2009.

Shulte, Bret. "Putting a Price on Pollution." Usnews.com. US News & World Rept., 6 May 2007. Web. 24 May 2009.

Uzawa, Hirofumi. Economic Theory and Global Warming. Cambridge: Cambridge UP, 2003. Print.

Works Cited was taken from:

Purdue OWL. "MLA Sample Works Cited Page." The Purdue OWL. Purdue U Writing Lab, 5 May 2010. Web. 21 May 2010.
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