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INTRODUCTION

An important component of English 101A is the wgtiof a documented essay. Your
instructor may use different terms to describe #ssignment. Some instructors might
refer to this as a “research paper” or “synthesM/hatever term is used, the goals of the
assignment are the same. You will need to wrifgper using information you have

researched in books, periodicals and other sowrdsdocument those sources in your

paper.

This booklet is designed to help you master imparskills which will help you plan,
write, and edit your documented essay. Each seofithis booklet will discuss specific
ideas and skills and will provide you with infornwat intended to help you plan, prepare,
and present a documented essay. Exercises whickvijlocomplete after reading each
section of the text will ensure that you understleyl concepts important to this process.
All the exercises can be found at the back ofboisklet, starting at page 68. Exercise |
relates to specific library research skills. Afy@u complete Exercise Il, give it directly
to your instructor after your class becomes acdediwith the resources available in the
Ohlone College Library. For all other exercisesy will complete them and then bring
your work to the English Learning Center on theosecfloor of Hyman Hall at the
Fremont Campus or the Tutoring Center located amr@306 at the Newark Campus and
use the answer keys to correct them. After cdmgcyour work, turn it in to your

instructor.

The Department of English hopes that you find #w tand exercises for the Research
Skills Bookletclear and helpful. If you need assistance whiteking on this material,
please do not hesitate to ask your instructor meaber of the English Learning Center

staff for help.



SECTION |
PLANNING THE DOCUMENTED PAPER

Like any other major academic undertaking, writiagdocumented essay first requires a
commitment. In electing to complete a project likes to the best of your ability, you will need
to be motivated, have a plan of action and, finalvelop and put into practice specific skills.

Your motivation and commitment to do your bestrawethings for which this booklet intends to
provide instruction. However, you should underdtdine importance of these things as you
begin this project. A lack of interest often leads lack of effort, and these things can be gasil
detected by the reader of an essay.

This first section of the Research Skills Bookiétl give you an overview of the process of

writing a documented essay. This section will prevtopics covered in detail in later sections,
but its primary goal will be to provide informati@bout planning your paper, selecting a topic,
and other important steps you will need to takgaasbegin the process of writing a documented
essay.

Having a plan

Working on an important writing task without a plenmuch like grocery shopping without a

list. You might finish the task with everythingwymeed, but you would probably have wasted
time trying to remember what you needed, and yso alay have gotten sidetracked by things
you saw along the way. Having a plan will provadéype of map for you as you complete this
task.

If your work on this project is to be efficient, yameed to have some kind of plan. Different
writers work differently, so plans--just like papewill vary from person to person. Some
writers work well with strictly-defined plans whiathronicle every step in the writing process.
Other writers work better with more general plarisol provide them with loose frameworks to
check their progress. Two types of plans--one 4i@sed and one more general--are illustrated
on the following pages.

The timeline: a description

On the following page, a plan in the form of a time is presented. This type of plan has several
benefits. This type of plan will help writers makere they stay on schedule by visually
reinforcing the idea that certain tasks should bmpleted by certain dates as the semester
proceeds. Notice in the following example thatwhéer has added important external deadlines
as well as tasks that she feels should be compd¢teertain times.



Sample timeline

September

11th
16th
18th

25th

30th

__October
5th
9th
12th
14th

16th

21st

November

9th

11th

Lab | due
Begin researching topic ideas
Lab Il due--Hand in to instructor

Narrow topic ideas
Discuss topic selection with instructor

Have topic selected
Begin gathering information
Work on lab exercises Il and IV
Search for book sources/Take notes
Labs Il and IV due
Start lab exercises V and VI
Search for periodical sources/Take notes
Search for Internet sources/Take notes
Begin outlining
Discuss outline with instructor
Labs V and VI due
Have final outline completed
Begin composition of text using outline
Divide paper into sections
Draft text of paper in sections
Check citations/Works Cited
Rough Draft Due
Recheck citations

Final proofreading

Final Draft Due



The list or progress chart

A list or progress chart is a more informal typelain consisting of a list of the tasks that need t
be completed in the course of writing a documergeshy. This basic information is usually
listed with important completion dates. This tygdeplan is less formal than a timeline and may
better suit students who require less pressure det rdeadlines.
students more flexibility with the actual datesyttmomplete certain tasks, but it is helpful
because it serves as a reminder that a projebiogtope is best accomplished in stages and not
in a rush. This type of plan also includes a secin which a student can chronicle his progress

and remind himself about what has been accomplishagarticular area.

Sample progress chart

Task

Progress Notes

Due date(s)

Lab exercises

I:  September 11
lI:  September 18
lll:  October 9
IV: October 9
V: October 16
VI:  October 16

Topic selection

September 30

Gathering information

[®X

Begin gathering info. at en
of September. Notetaking,
review and gathering
continue until end of Oct.

Review of information

Complete review and begip
drafting by end of October

Outlining

Discuss outline with
instructor on 10-16

Composition of draft,
Citations and Works Cited

Rough draft due on 11-9
Final draft due on 11-11

This type of plan allows



Final words about plans

Whatever type of plan you choose to make for yapep, it is important to be disciplined and
stick to it. If you have to make adjustments tairyplan, do so carefully and be mindful of the
tendency to procrastinate. Procrastination oftssults in omissions of material and obvious
errors.

Topic selection

The most important thing to consider when selectingppic for your documented essay is
whether or not it will meet with your instructordpproval. He or she, after all, will be the one
evaluating your paper, and you want to make swaeyibur topic meets his or her criteria. Some
instructors give great latitude in the selectiorswbject matter while others provide more narrow
guidelines for you to follow. Your instructor shdwe consulted as you move towards a final
decision regarding your topic.

Your selection of a topic will also be influenceglthe type of paper your instructor requires. If
your paper will be argumentative or contain yowsws about a certain subject, then you will
want to choose a topic that has two legitimatesstdat. For example, a paper arguing for strong
penalties for children who take guns to school ndt be especially effective since you will find
few, if any, sources which support the idea thaldotn should not be punished harshly for
taking guns to school.

The broad or narrow nature of a topic is also &ofam topic selection. Your topic should be

broad enough to allow you to find enough informatmn the subject in book and periodical

sources, but it should not be so broad that youspi#nd the majority of your paper giving very

general (and sometimes vague) information. Asamgle, a five-page paper about France
would be able to provide little more than generdbimation. However, a paper of the same
length about student activism in France would beensaitable because it would allow the writer
to be more specific about the subject.

This more narrow topic, however, presents us witbtlzer consideration. You will need to make
sure that you will be able to find enough qualitiprmation on your subject. If your preliminary
research has shown you that you will only find miation about your topic from one type of
source, or that you can find only a very limitednher of sources, then you should speak with
your instructor to see if you can broaden yourdgm that you will have adequate resources to
present a thoroughly-researched essay.

Further information about topic selection will beegented in the second section of this booklet,
but keep in mind these considerations as you begthink about a topic for your documented
essay.



Gathering information

Detailed information about how and where to gathaterial on your selected topic will be given
in Section Il of the Research Skills Booklat section titled “Using the Library.” As a part
English 101A and the Research Skills Exercisesr ytass will receive an orientation to the
Library and get information about the resourceslabk to you there (and hands-on experience
using them); however, before you cover that matatienight be helpful to quickly review some
basic information about library research.

There are some basic things you should know abatiegng information before you get to the
library.

Plan to spend a considerable amount of time seaycfor information on your topic.
Beginning researchers often make the mistake okitg they will only need a few sources
to create an acceptable paper and that they wil tihose pieces quickly. The best sources
are not always the first to be located. Plan tengpmore time than you anticipate
researching your topic.

Think about quality of information as well as qugnt Five articles that make only brief
references to your specific topic are not as vdeuab you as two that directly deal with the
issue you are exploring. Quality will also playade when you consider the source and/or
author of the information. Should you take moreicgsly an article about modern
architecture from a general assignment magazinteemor from an architectural historian
writing in a prestigious architecture journal? Manformation on this topic will be given in
the following section as well as in the third sextdf this booklet, but think about this issue
as you begin to look for information.

Variety is a key element in research. You cannotewa solid documented essay if your
information is limited or comes from just one tygfesource. You will need to seek out book
sources, periodical sources and other sourceshi®miper. Without a variety of sources,
your paper will not demonstrate to the readerybathave done your job as a researcher.

Consider what you will do with your information ysu begin to gather it. Think about what
system you will use to take notes and record in&iom that you think will be useful to you.
Will you prioritize or rank the information you fihin terms of its potential value? Will your
notes be on cards or sheets of notebook paperPydiimake use of photocopied articles or
passages from books? Part of your planning fa paiper should include some thought
about how you will process the information you gaith



Outlines

Once you have gathered, evaluated and read alintdterial you feel you need to write your
documented essay, it will be time to plan--eithemeyally or specifically--how your paper will be
structured. Very few writers have the ability teceessfully work without some kind of outline
or structural plan for their compositions. Jug&elihaving an overall plan for your assignment
helps you keep on schedule and use your time eftigi, having some kind of outline or
structural plan for your paper will help you see thig picture” of your paper and will assist you
in determining where the information you gatheradyour subject will be most effectively used.
No matter what specific type of documented essayhave been assigned to write, an outline
can help you write it.

On the following pages, two types of outlines aesatibed and illustrated. The first will be a
more traditional, formal outline. This type of e is useful for writers who have a tendency to
stray away from their subjects and who have troubiganizing their thoughts into unified
paragraphs. The second type of outline is legadband is more useful to writers who need a
general map to guide them to an essay’s end.

Formal outlines

Formal outlines help pinpoint what topics will bevered in a paper and are often detailed
enough to help the writer see what each parag@péven each sentence) of an essay will cover.
Creating a formal outline can take a lot of timat tmany writers find this to be time well spent

because it helps them feel less pressured durg@dtual composition of the paper. Writing a

paper from a formal outline creates few surprises] the writer (who constantly consults the

outline) can see very clearly what parts of theag$smve been completed and which topics will

be covered in subsequent paragraphs. A very ddt&irmal outline can also indicate where

certain sources will be used.

A formal outline uses a fixed system of Roman nwiseletters and Arabic numbers. The more
important or large an idea is, the higher it ramkghe outline’s order. Sub-topics or examples
have a lower ranking in an outline.

A sample formal outline

A sample formal outline of a paper dealing with temcern over pregnant substance abusers
appears on the following page. Notice these detdibut its structure:

* Roman numerals indicate the major sections of épep

* If there is an “A,” there is a “B.” If there is“a,” there is a “2.” There should not be stand-
alone items in a formal outline.

» Letters and then Arabic numerals indicate sub-topic



I.  Introduction of topic: What can and should thene about pregnant substamce
abusers?

II.  Definitions of terms
A. “Chronic” abuse
B. Legal definition of “endangerment”
C. “Treatments” for addiction (counseling, pragrs, medication)

lll.  Evidence that substance abuse damages fetuses
A. Mental and emotional damage
B. Physical damage
1. Fetal Alcohol Syndrome
2. Effects of other drugs used by some pregalansers

V.  Options available to deal with the problem
A. Incarceration of pregnant abusers
1. Advantage: No further harm to fetus
2. Disadvantage: Rights of mother endangered
B. Voluntary residential programs
1. Advantage: Good compliance if voluntary
2. Disadvantage: Can’t help those who resigi hel
C. Therapy and out-patient programs
1. Advantage: Helps many who actively join
2. Disadvantage: Costly and under-funded forpibar
D. No treatment
1. Advantage: Unknown
2. Disadvantage: Societal harm from problems ttheroand fetus

V. Conclusion: Pregnant substance abusers qgdnysécal and emotional damage tc
their unborn children. While incarceration is atreme solution,
more reasonable solutions are voluntary and ougimigbrograms.

Formal outlines can be very helpful for writers wivould like a clear and developed map to
follow as they write their compositions. Whileghype of outline may require a significant time
investment, it makes the actual drafting of anyas@&asonably straightforward task.

If your instructor requires an outline, be surddibow his or her instructions. Some instructors
require that outlines be written in complete secésirather than phrases.

Informal outlines or sketches

Formal outlines are not always necessary whenngrdain essay. Sometimes it is helpful to have
only an informal outline or sketch of what you waour paper to cover. An informal outline

might illustrate only what topics will be covereddain what sequence they will appear. An
informal outline or sketch might also attempt toistrate how much space will be devoted to
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covering a particular idea. This can help you dweriting a paper that does not balance its
subject matter carefully. A plan of this type daglp you make sure that major ideas have
enough space devoted to them and that minor paiataot allotted too much space.

A sample informal plan
The following sample plan on the subject of Affitma Action illustrates how an informal

outline can help a writer see how a completed pajlelook and ensure that a paper is correctly
proportioned.

Page 1 Page 2

Introduction: The debate over Affirmativg History (continued)

Action The present debate: Ballot initiatives and

Definitions of Affirmative Action public policies

The history of Affirmative Action Two battlegrounds: work and school
Page 3 Page 4

Battlegrounds (continued) Reasons given in favor of Affirmative

Action

Those in favor of Affirmative Action:
Identify politicians and organizations

Page 5 Page 6
Those against Affirmative Action: Reasons given against Affirmative Action
Identify politicians and organizations (continued)

Reasons given against Affirmative Action) Conclusion: Summary of two sides

Review: the goal of outlining

The point of an outline or sketch, whether it berfal or informal, is to help the writer see his or

her task clearly. An outline is truly a writer'samto a desired destination. With it, the journey
can be simple and without complications; withouthe trip can be troublesome and can result in
wasted time. Time invested in an outline thatssydur needs as a writer (or your instructor’s

needs as an evaluator), is usually well-investae ti

Finally, it should be noted that you may make adpents to your paper’s structure even after
you complete an outline or plan. If you develobedter way to present your material after you
become more familiar with your topic, you may wemtevise or adjust your existing outline. Be
careful, however, not to spend an inordinate amof@ititime outlining. As soon as you have a
good, working outline, you should begin the composiof your paper.



Concluding remarks

In this section, you have learned how to beginkimign about and working on your documented
essay. The importance of having a plan was discuasd two different types of plans were
illustrated. The general subject of topic selecttwas discussed; this subject will be further
discussed in the next section. General informati@as given about the process of gathering
information for a documented paper. This sectiomctuded with information about the role an
outline will play in the planning and compaositiohyour paper.

For each section of this booklet, you will complate exercise. The exercises can be found at
the back of this booklet (see page 68he exercise for Section Il will be handed in diretty

to your instructor after your class receives an oentation to the resources available to you

in the Ohlone College Library. Follow the directions given at the beginning ofteaxercise.

If you have questions at any stage in your workthen exercises, please do not hesitate to ask
your instructor or a member of the English Learrenter staff for assistance.

After studying Section I, complete and submit tleet®n | exercise. You may need to refer to
the Research Skills Booklethile completing the exercise. Once you complleéetasks in each
Section, use the answer keys available in the Emdglearning Center (HH217) to correct and
score your work. Hand in these corrected tasksthadanswer key to the English Learning
Center staff.




SECTION I
USING THE LIBRARY

In this section you will learn about the resouraeailable in the Ohlone College Library. These
resources will help you conduct research for yaarutinented essay. You will learn about four
important Library resources:

» Reference books
» Circulating books
* Periodicals

e The Internet

This section will begin with general informationcai the Library and information about how to
find a topic. We will then discuss in some deptha tbur types of resources listed above. The
section will conclude with an introduction to theogess of evaluating the material you find
through the research process. If you have any igmsstbout the material contained in this
section, please do not hesitate to ask a referim@ian for help. Reference librarians are
available during the operating hours of the Libreryhe reference section. These librarians are
happy to answer any questions you may have regatbencontent of this section as well as any
other questions about the research process yoeawiplete as you write a documented essay.

As a part of all English 101A sections, a referelitm@arian will give your class an orientation to
the resources available for research projects atlplylou become familiar with the Library. After
you have had this orientation and other instructimu will complete the tasks for this section
and submit them to your instructor.

General information about the Ohlone Collegd.ibrary

The Ohlone College Library is located on the tHlmbr of the Blanchard Learning Center in

Building One. The phone number for the library 3 @) 659-6160. The Library’s hours of

operation can be obtained by going to the Librairyfsrmation web page:
http://www2.ohlone.edu/org/library/libinfo.html.

The Library’s collection includes reference andcaiating books, access to electronic books,

online and print periodical resources, flat maganphlets, CDs, videos and workstations with
access to the Internet.
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The Library’s home page

You can directly access the Library's catalog a#i a® online periodical sources from the
Library's home page, which can be found hdiip://www.ohlone.cc.ca.us/org/library. The
Library’s home page gives basic information abdnt Library as well as access to useful web
sites on a broad range of subjects of interesttudesits. Information about writing papers,
obtaining financial aid, and looking for employménavailable through the web site.

First steps: discerning and narrowing topics

Once you know that you have to write a documentsshye you will need to take some
preliminary steps. One of those steps is likelypéoa trip to the Library to discover, develop or
narrow your topic.

Research papers deal with specific topics for which must gather supporting information.
Your instructor may give you a general idea of bjatt area that your paper must deal with. If
you are given an assigned topic, it may be oftay beoad and can be narrowed to myaar
interests. Consult your instructor to see how yamw take a general subject area and narrow it to
an acceptable and interesting topic.

If your instructor has not given you a subject aad you have wide latitude to choose a topic,
there are several reference books available iittrary that can give you ideas about potential
topics for a documented essay or research paper.itéms listed below can be found in the
reference section of the Library. The number tlolows the last item is a call number, which

can help you locate these materials in the Library.

» 10,000 Ideas for Term Papers, Projects and Re({Bept at the reference desk)
» Taking SidegVarious call numbers--see online catalog)
* CQ Researchdprint: REF A 1.C611, and also online)

Some web sites can also provide you with more itl@a®pics. The Library’s web page contains
links to sites containing information about selegttopics and writing term papers. From the
Library’s page, selecWriting Term Papers (which can be found in the category “Internet
Links...General Resources”). You can get furtheorimfation about topic selection from your
instructor. Reference librarians will also be ablsuggest further resources.

Characteristics of good topics

As you choose a topic, keep in mind the qualities good topic.

» A good topic is one from which you can learn sonmgtimew; it is not just busywork.

* A good topic is one for which enough informatiom dze found to meet the specified length
of the paper.

» A good topic interests you enough to work on it.
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» A good topic is narrow enough for you to managermitso narrow that you will stray away
from your specific topic.

* A good topic is suitable for your audience. Forragée, it is neither too simplistic nor too
complicated.

* A good topic lets you demonstrate your ability evelop ideas, find, evaluate and organize
information, and make reasoned judgments as nggessa

* A good topic will allow you to present informatiatearly and help you develop your writing
skills.

* A good topic is one for which the research can beedusing local libraries and other
resources that are readily available to you.

Once you have selected a topic, it is importantdétermine whether you can find enough
information on your subject. Searching for periadisources (described later in this section) and
checking reference works are good ways to getestaithe reference librarian will be happy to
suggest more resources to investigate.

From topic to research: questioning and wording

As you decide on a topic, keep in mind that it rbayhelpful for you to think of your topic in
terms of a question. Framing your topic as a qaestiay allow you to search for specific pieces
of information. Also, consider what alternative @eryou might use to search for information
about your topic. Changing the words you use toctemay help you locate more material and
items that you might not have found otherwise. E&xample, searching for information about
“Native Americans” may generate different infornoatithan a search for information about
“American Indians.” As you begin to do your resdéaigou may come across alternative wording
for your topic. Consult your instructor or a refece librarian if you need help finding alternate
wording as you research your topic.

We will now begin looking at four major resourcesiable to you, beginning with reference
books.

Reference books

Searching reference books may be a good way foty@et initial or general information about
your topic. Reference books are a special collectb books within the Library. Generally,
reference books do not circulate and must be usetha Library. Reference books include:
dictionaries, thesauri, indexes, encyclopediasectiries and other valuable resources. The
reference collection is a great place to start yesearch, since reference works often provide
basic background information on many topics.

The Ohlone College Library uses the Library of Qeisg (LC) classification system to classify

its reference and circulating books. LC Classifaais an alphanumeric scheme divided into 21

broad categories and many more specific subcategofio determine which LC classification

numbers (also called “call numbers”) might contaiformation relevant to your topic, think

about your topic in terms of broad categories.&@mple, if you are researching sleep disorders,
12



you may want to browse in the reference area iclitdggy (BF area) as well as Medicine (RC
area) to see if there are encyclopedias, statistmarces, or other specialized reference sources
that cover your topic.

Library of Congress classification scheme

A -- General Works

B -- Philosophy. Psychology. Religion
C -- Auxiliary Sciences Of History

D -- History: General and Old World
E -- History: America

F -- History: America

G -- Geography. Anthropology. Recreation
H -- Social Sciences

J -- Political Science

K -- Law

L -- Education

M -- Music and Books on Music

N -- Fine Arts
P -- Language and Literature
Q -- Science
R -- Medicine

S -- Agriculture

T -- Technology

U -- Military Science

V -- Naval Science

Z -- Bibliography. Library Science. Information Resces (General)

Following are titles of specific reference bookattiiou may find useful. These reference books
are located in the reference section of the Libraise H.A.N.S., the Library’'s online catalog, to
search for reference books or, even better, agkaribn.
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The Oxford English DictionaryCall number: REF PE1625.087 1989)

The Oxford English Dictionaris a twenty-volume historical dictionary of thedtish language.

For each word listed, you will find the spellingpopunciation, origin and history of a word,

its

meanings in historical order from early to presemtgd quotations to illustrate each meaning.

You can use it to see how a word has developedchadged, how and when it came into
language, or how it was used in a particular watperiod. A list of abbreviations used in
definitions is repeated in the front of each volume

the
the

CQ ResearcherCall number: REF A1.C611) also available onlineough the Ohlone Colleg
Library home page.

The CQ(Congressional QuartejlfResearcheconsists of weekly reports on current, newswa
topics. Each report begins with a general ovenoeéthe subject. An in-depth examinatiorn
background, and a discussion of future developmsksw. Short bibliographies end eg
report. There is a subject index at the back ahegearly volume to aid in the search

je

rthy
of

ch

for

information.

Encyclopedias (Various call numbers)

General encyclopedias provide extensive informaitioall branches of knowledge. You should
consult an encyclopedia when you need an overvieamyp subject. Articles will summarize the

subject, giving you the important events, peopte, places involved. All encyclopedias cont

ain

maps and illustrations, and most list bibliographigéncyclopedias are constantly being revised,

so it is good to check the date on the back ofitleepage to be sure that the information you

are

getting is current. Most encyclopedias are in @alper of volumes, and articles are alphabetically
arranged. If the articles are long, they are digidnto sections. To make sure that you have
found all the information on a particular subjeeiy must consult the index (which is usually

found in the last volume).

The World Almanac(Call number: REF AY67.N5W7)

The World Almanaccontains miscellaneous information such as siedistchronologies

.historical and geographical summaries, and specisrds. If you use the latest volume, you will
also find information about previous years. A deth“General Index,” preceded by a very
broad contents list, is at the front of each volun#e brief “Quick Reference Index” is at the

back.
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The Statistical Abstract of the United Stat@all number: REF HA203.A3)

The Statistical Abstrads the best source for statistics about all aspetthe United States.
Revised annually, it gives statistics on politicebcial, economic and industrial, educatiopal,
judicial, geographical, and scientific aspectshaf U.S. In using the statistical tables, you must
pay careful attention to the units in which thetistes are given. For example, if “(1,000)”
appears at the top of a table, that means to rylipthe numbers in the table by 1,000. The
Statistical Abstracis organized by major subject areas and includesnaprehensive index.
Index citations refer to table numbers, not pagmmers. Additional statistical informatipn
from government agencies can be found at FedSi#s/(www.fedstats.ggvas well as fro
general search engines on the Internet.

In addition to reference works, you will want toekeout information about your topic from
books and other non-periodical sources in the kyfsacollection. To do this, you will use
Ohlone’s online catalog, H.A.N.S.

The Ohlone College Library’s online catalog

The Library’s online catalog is a database of résorEach record contains information about a
single item. An item can be a book or the nam@eafodical to which the Library provides
access. (Note that the catalog does not contaimnvtion about specific periodical articles. To
find articles, you will use a periodical index, dsscribed in the next section.) In addition to
books, other items in the online catalog includdews, access to electronic books, and CDs that
offer information on specific subjects.

Each record in the online catalog database contafosmation about an item in the Library’s
collection. This record will include:

e anitem’s title.

» the name(s) of the author(s), if any.

» publication information--name of publisher, datepablication, etc.

» the location of the item and call number. Thesk kélp you find the item on the
shelf. Note that some items (such as periodicais)shelved by title rather than
number.

» subject headings under which the item can be found.

The online catalog allows you to search for andeet records:
* by author name.
* bytitle.
* by subject.
* by a keyword or phrase (appearing anywhere ingberd).
* by call number.
» by a course, department or instructor (for matefigld on reserve).

15



The online catalog also lets you limit your recondssarious ways. You can limit a search of
records by date or dates of publication, locationthie Library or the type of item you are
searching for.

You may print, download to disk or e-mail the réswalf your searches.

Detailed instructions for using the online catalage available in the LibraryReference
librarians will be happy to answer any questions lgave about using the online catalog.

In addition to using the online catalog, you wiB@want to search for and use periodical sources
for your documented essay. These sources are lateaiilamultiple formats in the Library.

Periodicals

The Library provides access to periodicals (newspapnagazines and journals) in three forms.
Paper, microfilm, and online articles from many rmEges and journals are available.

Databases and indexes can give you information tabdicles on your topic which have
appeared in recent newspapers, magazines and Imuatabases and indexes list articles
relevant to a particular subject. Use this infoliorato locate periodical sources for your topic.

You can search both online and print indexes to fieriodical articles related to your topic.
Online Periodical Databases

Your topic will determine which is the best datab#s search. Please note the brief summaries
that follow to get an idea of what each databaseerso Online periodical databases have a
number of advantages over print indexes, includiexgble searching, full-text access, and easy
remote access. To access them from off campusn lzéghe Ohlone College Library’s home
page athttp://www.ohlone.cc.ca.us/org/library and click on the database you want to search.
When you access these databases from off campuswiobe prompted to login with your
Ohlone College student or staff ID and your lashea

As of fall 2001, the Ohlone College Library provéden and off campus access to the following
online periodical databases:

+ EBSCOhost Academic Search Elite
This is the most comprehensive of the online péradddatabases. Search it for full-text or
citations for articles on academic or general ggetopicsEbscoHostovers approximately
3,000 periodicals, 1,200 of which are full-text.
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Lexis-Nexis Academic Universe

Search this database for full-text publicationsludimg newspapers, magazines, wire
services, federal and state court opinions, fedemndl state statutes, federal regulations and
SEC filings. In additionLexis-Nexigncludes full-text coverage of tidew York Timeback

to June 1, 1980.

NewsBank Newspapers

Search this database for full-text articles comdirmn the two local newspapers, tBan
Francisco Chronicleand theSan Jose Mercury Newd hree national newspapef3hristian
Science MonitgiWashington PosandUSA Todayare also included.

CQ Electronic Library

Search this database for access to various fullsixrces, most importantlzQ Researcher
andCQ WeeklyCQ Researcheconsists of reports on current and controversgles. Each
report includes a balanced introduction to the @ssau “look ahead”, a chronology and
annotated bibliographies for further resealC@ Weeklyis a weekly magazine of news and
analysis relating to Capitol Hill.

Cumulative Index to Nursing and Allied Health Latire (CINAHL)

SearchCINAHL, and the companion databas&pQuest Nursing Journalsfor full-text
access to more than 250 leading journals in nursang citations to articles from many
others.

SIRS Knowledge Source
Search this database for full-text articles on dewiariety of social issueSIRS Researchgr
as well as topics in the arts and humanit®lE Renaissangce

Ethnic NewsWatch
Search, in English or Spanish, this full-text cclilen of the newspapers, magazines and
journals of the ethnic, minority and native presses

Gale Literary Resources

SearchContemporary AuthorsContemporary Literary Criticism Sele¢CLC Selegt and
Dictionary of Literary Biography(DLB), to find biographical information and literary
criticism for nearly 100,000 authors.

Print Periodical Indexes

If you are researching a topic that is not covedogdone of the online periodical databases,
consult The Readers’ Guide to Periodical Literatutecated in the reference section. For
example, if you are trying to find a review of aviethat came out in 1963, you will find that
the online databases do not provide indexing betloeel980s. UseReaders’ Guiddo locate
citations for articles in print or microform. In ditlon, the Ohlone College Library has a number
of older print indexes that may be useful if yoe aesearching an historic topic. If the Ohlone
College Library does not subscribe to the printiquical you need, please consult with a
librarian.
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A fourth resource to consider in your search féorimation is the Internet.

The Internet

The Internet offers a broad range of material omynsubjects. Some of it is accurate and
valuable, and some of it is less reliable and lsssul for academic research. Just as you should
not rely solely on books or periodicals when resigiag a topic, you should be careful in using
the Internet as a sole basis for information al@opérticular topic. Your documented essay or
research paper must demonstrate that you soughtvariety of sources, so over-reliance on any
one source or type of source (such as the Inteiieegomething to avoid. The following
information is general and provided to help youibagsing the Internet to investigate potential
sources of information for your paper.

Internet Search Tools

Internet search tools, such as search enginesisetadies, are web sites that categorize and/or
provide keyword search access to some of the irdbom on the Internet. Each search tool is
different and will retrieve different results. Tegveral search tools to research a term or subject
thoroughly. To get updated information about eagdrch tool, check the site's home page and
look for a heading like “Help” or “Search tips.” N&t follows is a brief list of some
recommended search tools and their addresses.

+ AltaVista http://www.altavista.com

» Google http://www.google.com

* Northern Light http://www.northernlight.com
» Librarian’s Index to the Internet http:// lii.org

* Yahoo! http://www.yahoo.com

Formulating a search

To find information on the Internet, you will likeluse a keyword search engine. It will be
important to narrow down the sites that are relev@your topic and so you will want to employ
some basic keyword search strategies to find indtion quickly.

* Some engines allow you to use “and” or “+” to narngour search results by requiring terms,
as well as “not” or “-” to narrow results by exclod terms. You may also use quotation
marks to search for phrases or words found together

» The following keyword search examples will worknany search engines, but note that each
search engine may require a slightly different ayn¥¥ou should check each web site for its
preferred search protocol. Examples:

» california and immigration (requires both search terms be present)
» +california +immigration (also requires both search terms be present)
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» california immigration —"san francisco" (requires that the phrase "san francisoat'be
present in results)

* Vary your vocabulary, since your topic may be désct using different words at the
different sites each search engine indexes.

Domain names as clues

Domain names are the parts of Internet addressest tlollow “www.” In
www.campbellsoup.copnfcampbellsoup” is the domain name. What follawe initial part of
the domain name can often tell you something abosite. In most of the search tools listed
above, for example, the latter part of the domamea (sometimes called extensions, or “top
level domains”) is “.com.” This indicates that thaye commercial sites. The following brief list
of domain names and types will give you an ideda@iv an Internet address can inform you
about the background of a site:

e .com is a commercial site.

* .eduis an academic site.

e .gov is a government site.

* .milis a military site.

* .netis a network service provider.
» .org is usually a non-profit site.

The more you search the Internet, the better ydlubeiable to formulate search strategies. The
Ohlone College Library offers Internet search atashat can help you to get useful information
on the Internet.

To conclude this section, we will begin lookingvétat to do with the information you gather
using the resources you have become familiar witheé Library.

Evaluating resources: five types of questions to ks

As you collect information in the Library, it is portant to make sure that the material you
collect will be useful for writing your paper. Tleeare five basic criteria that you can use to make

sure that you are finding valuable information as gearch. To conclude this section, we will
look at the areas of relevance, currency, credsntigputation and bias.
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Relevance

Is the information directly related to the subjétat you are researching, or does it give you
interesting information that does not deal direatlgh your subject? Current developments,
context, and historical background are kinds obrimfation that are relevant to a topic. Make
sure that your material does not drift away from timain focus of your paper.

Currency

Is your information current? Sometimes informatibiat is twenty or even fifty years old is

current. For instance, you might find a law that hat changed in fifty years and that will govern
the future of a subject that you are researchinggéneral it is good to search for recent
information on a subject. Periodical articles ao®d)sources of recent information. If you are
researching a topic related to a current event dopic that is changing constantly (like

technology), having up-to-date information is es@&cimportant.

Credentials of authors

Is the author of a work qualified to write on atpardar subject? Has he or she written on the
same subject previously? Does he or she work irstiiigect area? What makes him or her an
authority on the subject being written about? Thiermation might be difficult to find, but it is
certainly worthwhile since you must be sure youurses present accurate and reliable
information on your topic.

Reputation of the publisher

If the information that you are evaluating is aticée in a periodical, what is the reputation of
that periodical? What is the reputation_of The blei Enquire? What is the reputation of The
New York Time® Periodicals have different specialties, and tlegseialties may range from
entertaining writing to well-researched reportilYgpu need to find out what the reputation of a
publisher is in order to evaluate an article.

Bias

It is sometimes difficult to present informationathis unbiased or completely objective.
Sometimes it is easy to determine the bias of eepad information. You may read an article that
expresses its opinion very clearly, but sometinhesbias may be more subtle and you may not
realize that the author or publisher is presentirigrmation that represents only one point of
view. Reading a variety of information on your ®dijwill make it easier to determine if or how
an article is biased.
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Concluding remarks

You have now learned how to use many of the impobrtasources available in the Ohlone
College Library and how to begin to evaluate therimation that you have found. If you have
any questions about looking for information in thbrary, please ask a reference librarian for
help.

After studying the information in this section aaffer your class has had an orientation to the
Library, you will be assigned the tasks for Sectipnvhich can be found on page 72 at the end
of this booklet. Once you have completed this asercyou will submit it directly to your
instructor on a due date assigned by him or heroHsghe will evaluate it to ensure that you
understand some basic information about using rifbraaterials to find sources for your
documented essay.
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SECTION 1l

EVALUATING SOURCES

In the course of your research, you will gatheagety of sources that you must consider and use
in the composition of your documented essay. Ia slection we will look at the process of
evaluating sources for use in a documented esRajevance, reputation and bias will be some
of the topics covered. This section will beginlbgking at the circumstances that will indicate
when you should conclude your research and begiluatng your sources.

When to stop looking and start writing

When you have invested a lot of time searchingrffarmation about a particular topic, the task
of searching often becomes a project of its owom&imes it is difficult to stop that process
because you do not know when “enough is enoughust ds there are many different topics,
there are many different appropriate places to teedsearch for information when writing a
documented essay. There are, however, some genbgalto follow regarding the end of the
actual search for material and the beginning oktlauation of that material.

Be sure you understand the exact assignment giveour instructor before you begin your
search for information. Review any information ajivto you or any notes you took during
class regarding your particular assignment. Itligf specific information about your
assignment, you might find that you have a needfllitional sources or different kinds of
material.

When you consider the sources you have gathereslideeto consider only the sources you
have at hand. Do not depend on sources you browk#el you were researching and might
consider using if you later discover you don’'t ham®ugh source material. If you must go in
search of sources to get exact quotes or statigticsemember seeing but did not photocopy
or take good notes on, you might find that materedvailable.

After you have sought out and selected sources fsmwveral different areas (books,
periodicals, et cetera), you should review thatemal briefly to make sure it is relevant and
that you will have enough information to suit yogreds. Scan the text of your sources, since
the titles might not perfectly represent the cotgerf a particular work. You should also try
to notice if the sources you gathered merely sunz@anformation on your topic, or if you
have obtained detailed and substantial sourcesill be more difficult to write your paper if
you have to return to the research process oncehgwe started to organize and compose
your paper.
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What to do when you stop looking: prioritization, aganization and notetaking

There are three things that writers should do dheg have finished their search for sources.
The first is to organize or prioritize their souscas they read them. The second is to begin
thinking about possible structures for their papensie reviewing the information they will use.
Finally, writers should have some system for takintes on the material they review.

Many different methods can be used to organizerioripze sources. One method is to rank
sources as you read them. You may use a numbeadsl for this purpose, ranking the books,
articles, or other sources you find most useful @nomising with a “1” and ranking less
promising sources with a “5.” With a prioritizeidting of your sources, you will not waste time
during the composition stage of your essay re-repdburces that you have already judged as
less useful. This will allow you to focus on ydwest sources. A more time-consuming method
is to write short summaries of your sources whiatidate a source’s contents and comments
about how useful the material seems to you.

As you read and evaluate your sources, you willtwanhink about possible structures for your
essay. Your instructor might give you specificommhation about how he or she wants your paper
organized. Your textbook might even have suggestar samples. Section | of this booklet
described two different organizational methods, woa might want to review that information
as you consider the structure of your paper. $kagcout an outline or structure for your paper
as you review information provides you with a gamgportunity to see where certain sources
might prove most useful. For example, if you haweoutline for your paper and discover a
source that covers in detail one of your sub-tqprosi might want to jot down the name of that
source at that point in your outline. When you edimwrite your paper, you will know to focus
on that source’s detailed information.

Finally, remember that good notetaking is very im@at. Your instructor may have a specific
method for you to use or he or she may leave theisthn up to you. Notetaking styles and
systems range from the very formal to the verynmfa. Some writers find it helpful to take
careful notes on index cards (or on a computerrpraglesigned for notetaking). Other writers
work better with annotated photocopies of theirrses used in conjunction with notes taken on
loose-leaf notebook paper. If you have a choiautbow to take notes, choose a method that
suits your style as a writer and one that helpskemp track of your sources since this is the key
to a good, documented essay. Pay special attetatithe page numbers of original sources since
these will be very important when you begin to dueat your sources. Whatever method you
choose or are assigned to use, take notes carefmtlyconsistently to avoid confusion and
inadvertent plagiarism or omissions of material.
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Working with difficult material

If you find it difficult to evaluate your sourcégcause you are unfamiliar with your topic or the
reading is very difficult, try reviewing the morermgral or shorter sources first and then move on
to the longer and more detailed pieces later. Raee, though, that just because a piece is easy
to read does not mean that it is the best sourcefmimation. It is your job as a researcher to
review all of the information relevant to your togefore writing your essay. Do not dismiss a
source because it is challenging or complex. Yoest information might come from that
source.

Basic principles of evaluation

As a part of this project, your instructor may pdevyou with information about how to evaluate
the sources you gather for your documented papke information that follows is introductory
and not intended to entirely discuss the issuevafuation. Five issues central to the issue of
evaluation will be discussed: relevance, curreregutation, reliability and credibility.

Of primary importance to you as a researcher isctbse relationship between your topic and
your sources. Obviously, if your goal is to wigey kind of complete or comprehensive essay on
a particular topic, you will need to make sure §wir sources deal directly with your topic. Try
to avoid gathering many sources which merely tooohyour topic as a part of a larger
discussion. For example, if you were writing asagson the subject of Affirmative Action in
college admissions, you would certainly be bettewih two articles that dealt directly with this
subject rather than four or five articles whichyobtiefly mentioned your specific topic as part of
a larger discussion about Affirmative Action. T@ke sure that your sources directly deal with
your topic, read your sources carefully to makee dhat your specific topic is at least a major
issue addressed in your sources.

In addition to making sure that your sources alevest to your specific topic, you also want to
make sure that your sources represent the mosttrdegelopments and thinking related to your
topic. This is especially important if you are tvrg about an issue that is presently the subject
of a controversy or if new developments have tghawe in recent months. As an example, if
you were writing a paper on genetic engineeringfandd sources from several years ago, these
sources would perhaps be interesting to read, Hayt tertainly would not contain the kind of
new and important information about human geneélias very recent articles would have. This
does not, however, mean that you should discourdes that seem “dated.” These types of
articles, especially if they are extensive, migatgomod sources of background information and
may show you how the subject you are researchisgchanged or advanced in the recent past.
In the end, check to make sure that any factsabissts you use are recent and still relevant.
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Just as you investigate the relevance and curmengyur sources, you should also look carefully
at a source’s reputation. When you consider tipatedion of a source, you are trying to
understand how trustworthy a source is. This igatfticular importance for periodical and
Internet sources. Clearly, you want to use soutttatsare well-respected and which can provide
good information about a particular topic. Wheritwg a documented essay in an academic
setting, you should make sure that your sourcegemgected, have good reputations and can
competently cover a certain subject. There isingle list of “acceptable” sources for academic
work; however, you should use some critical thigkskills to evaluate your sources and keep the
following things in mind:

* Magazines have specialties, and you should considat when you are evaluating
information. Sometimes a magazine’s specialty lmarfiound in its title. For example, you
can be fairly certain that a magazine entitled WHashington Monthlyhas a focus on
national politics and events in the nation’s cdpit®éhe cover of a magazine might also give
you an indication as to its content or area of gpieation. Magazines like_ The New
Republic and National Reviewften feature prominent politicians on their ceyewhich
should lead you to conclude that the focus of tlagamine is on politics and public policy
issues.

* Magazines found in academic libraries are generatlgeptable for use in a documented
essay. There are, however, exceptions to thisilé\ilie Ohlone College Library, like many
other libraries, subscribes to Vog(e fashion magazine aimed at a female audiena®) an
Details (a fashion and style magazine for men), these miags are primarily provided for
the leisure reading of the student body and ardikely to be very good sources for most
documented papers in English 101A.

If your topic is one that conservatives view ong/\aad liberals view another way, then trying to
obtain a balance of sources will be important.faf,example, your periodical sources only came
from “liberal” magazines and journals, then youfommation would not be balanced. To
determine the bias or agenda of a particular pmabdakes extra effort, but it is worthwhile if
you want to make sure that you have a good vadétyource materials for your paper. The
reference book Magazines for Librarissan extremely helpful source of information nelyag

the particular agenda of a particular magazineoarnal. The short descriptions it provides
about periodical sources can tell you if a magaimeeen as “conservative,” “liberal,” or
somewhere in-between. By using this resource,cayumake sure that the periodical sources
you have gathered for your paper will present aradd view.

While this discussion about bias has, until noveused on periodical sources, do not conclude
that bias or “slant” does not affect book sourcBeoks, like periodical sources, generally have
one author, so we will now shift our focus to issdealing with specific authors rather than the
periodicals they represent.
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The reputation of an author is just as importanthas reputation of the periodical he or she
appears in. Just as a periodical can have a plartibias or agenda, the writer of an article or
book can also have a bias or agenda. Readersafjgratect this bias while they are reading an
author's work, but bias can be detected (or guesdpddy information you can get about a
particular author before you read a word of hii@rwriting. For periodical sources, you might
want to know if a writer is on the staff of a pauiar magazine or if he or she covers a certain
subject area for that magazine. A strong assodiatiith a conservative or liberal magazine
might indicate to you that the writer might be wigt from a certain perspective and might not
always present a balanced look at a subject. &0k kBources, you will often find biographical
information about the author on the back covemhefttook. Evaluate this information carefully
and consider, for example, if an author who onceke for a liberal president might be more
likely to promote liberal views in his or her work.

Along with the issue of an author’s potential bid® issue of credibility should be a concern for
the evaluator of source material. Again, just ldescriptions about a periodical source can tell
you something about the specialization and authofita certain magazine on a certain subject,
learning something about a writer’s credentials lvalp you determine if he or she is qualified to
present information on a certain topic. For examplyou were to discover that the writer of a

certain article on the public funding of electiomst only held an advanced degree in political
science but was a professor of political scien@waell-known university, that should indicate to

you a certain authority and potential ability tatercompetently about that subject.

Determining credibility, however, is not alwaysimple matter of verification. You should be
aware that just because someone holds an advaageskdr calls himself or herself an “expert”
does not make him or her qualified to discuss gestib When you look at the credentials of a
source, check to see that he or she is qualifiedagr experience in the subject area you are
researching. For example, a Nobel prize-winningnemist might be the best source of
information about the monetary systems of the wdxld might not be the best authority to quote
in a paper about the politics behind economic dass Carefully look at the credentials of your
sources, making sure that you do not merely relyvague descriptions like “authority” or
‘expert.”

To ensure that your paper does not present an amted view of your topic, plan to spend a
significant amount of time evaluating your sourt@srelevance, currency, reputation, reliability
and credibility. Above all, make sure that younis@s do not come from one particular place. A
work that has been informed by a variety of soufbe®ks, periodicals and other sources) will
be well-rounded and demonstrate to the readeythahave done your job as a researcher.
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Technology and variety

The increased use of technology in gathering in&diom for documented essays has changed the
way we are able to evaluate the information we dnda particular subject. The proliferation of
online and other electronic sources can blur onses®f diversity of sources and can complicate
the process of discerning things like the reputatio credentials of an author, the particular bias
of a publication and even the currency of a source.

Because it can become very easy to gather manggiet information on your topic at a
computer terminal, it is important to remember @i need to demonstrate to your reader that
you sought out a variety of sources and that yorevable to choose the best available sources
for inclusion in your work. For example, if you itera documented paper using only periodical
sources you obtained through one database, your pél certainly not be as well-rounded as
one that also uses book sources. Even if yourlasticome from different periodicals, having
only periodical sources (with possibly indiscernilliases) from one database will cause your
reader to wonder why you did not venture beyond $ivegle database for information. Some
instructors limit the number of any one type of reeuor caution you to seek out a variety of
sources, and you should follow your instructor'sidglines about source variety carefully.
Questions about the quality of information obtain@dine is a subject of debate in the academic
community, and you should be aware that your icstruwill carefully consider the variety and
quality of your sources in the evaluation of yoaper.

Technology and evaluation

When paper or microfilm copies were the primary wag accessed periodical sources, subtle
but important information was available to the exadThis information helped a reader evaluate
and balance sources. Information about a parti@uthor’'s qualifications or other publications
was sometimes found by reading an editor’s intrtidndo a paper copy of a periodical, and this
information might not be readily available in anlioe source. Also, advertising--which is
present in some Internet sites but is generallyfoohd in online databases--is useful to an
evaluator of sources. Whereas one can tell fropa@er copy the types of businesses and
organizations that support a particular magazihes information is often absent when one
downloads the information from a database. Fomgie, if you obtained information from a
periodical in a database on the subject of gunrobfitom a particular magazine and never got to
see the actual magazine, you would not know ifgicample, the National Rifle Association--an
organization which represents the rights of gun eresawas an advertiser in that particular
periodical. Conversely, if you obtained an artigte investment strategies for the future from a
periodical you never saw, you might be unaware tts periodical had a half-dozen
advertisements promoting “socially responsible” eéstments. This is an issue you should
certainly consider when evaluating electronic sesirc
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In light of these complications, it is a good idea you to browse the paper copies of the
periodicals you intend to use in your paper if they available in the Ohlone College Library or
another local library. In addition, some textboblese guides to periodicals which can indicate
if a magazine is considered conservative, liberahoderate in its viewpoints, and, as mentioned
previously, the book Magazines for Librarissa good source of information about periodicals
you may want to use but have never heard of or.seédme book is available at the Ohlone
College Library Information Desk.

Finally, as was discussed previously in this sectithe currency of a source is usually an
important factor to consider when evaluating a seurJust as a print source may become dated,
an online or Internet source may also become ocdbat¥. Check “last updated” dates, if
available, and also review the information and carapt to the information you have obtained
from other sources. Even if a page is labeledugsldted” and has a very recent date, this does
not necessarily mean that the actual content hexs tewised or updated.

As is the case with all information you obtain, yaeed to use critical thinking skills to evaluate
information you obtain using a computer. Even tifothere are special considerations to be
made when using computer technology in researdl, gshould not keep you from using
technology to obtain at least some of your souraéenal. In today’s academic environment, it
is vital that you become familiar with technologgdalearn basic research skills using the
technologies of the future.

Concluding remarks

This section discussed the evaluation of sourceemaht The evaluation of the material you
gather for your documented paper is a vital stepare that should take considerable time and
effort. After you gather your sources, be surénhtok about the issues raised in this section and
consider them carefully as you evaluate your s@urce

The tasks for Section Ill can be found on page f/this booklet. Complete the assignment and
then use the answer key in the English Learninge&2ea correct and score your work. Hand in
the exercise and the answer key to the Englisiniieg Center staff. You may need to refer to
the Research Skills Booklethile completing the exercise.
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SECTION IV
USING PARENTHETICAL CITATION

In the previous sections of this booklet, you learrhow to begin the process of writing a
documented essay, how to use the resources aeailalthe library and how to evaluate the
sources you have gathered for your paper. Inségtion, you will learn how to give credit to the
sources you will use in your documented paper uiegVLA system of parenthetical citation.
The use of notes will also be covered as will thpartant issue of plagiarism.

The act of giving credit to a source for the infatran it provides is called “citation.” This
section will specifically discuss a style of docuntaion called “parenthetical citation.” A
parenthetical citation is information placed ingrghesis in the text of a paper, usually at the end
of a sentence where a writer has used the wortikeas of another writer or researcher. Writing
that uses parenthetical citations looks differenaimf other types of writing, and it will be
important to notice how it is different and howwbrks as you write your documented essay.
Short samples of documented writing are providetthig section for you to study.

Different disciplines use different styles of cite. Psychology and other social sciences use a
system developed by the American Psychological éiaton. That system is commonly known
as “APA.” Biology, chemistry, mathematics and ottisciplines have their own style guidelines
regarding documentation, and still other discigingse a style based on a book titled The
Chicago Manual of Style That style of documentation is known as “Chicagdhe Ohlone
College Department of English, like most other Esigldepartments, uses a style known as
“MLA.” The style is named for the Modern Langua@ssociation, an organization concerned
with scholarship in English and other modern lamggsa MLA style is neither simpler nor more
complex than other systems of citation, but, like bther styles, it requires that you pay close
attention to where you obtained information youude and cite in your documented essay. This
section and its exercise will attempt to explaird aslearly illustrate the MLA system of
parenthetical citation. If you have questionsrat stage of the process of learning parenthetical
citation, please do not hesitate to ask your icstruor a member of the English Learning Center
staff for help.

Keep in mind that it is citation which makes a doemted essay different from other kinds of
essays, and failure to properly document sources documented essay defeats the purpose of
the assignment. The following pages illustrate hmaventhetical citations look and work in
documented writing.
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The citations: how they look and what they mean

The most important distinction to notice betwegraper that is not documented and a paper that
is documented is the use of parenthetical citatiofise following sentence uses a parenthetical
citation to show where a writer got information ardidea:

While many historians would suggest that the UniB¢akes of America had one revolution and
one civil war, it is one historian’s view that welp had one revolution in “two phases,” and that
these two phases took place “in 1776, then in 186&ntes 66).

The parenthetical citation at the end of this secgandicates that the information and the quoted
material in the sentence come from a specific ®wed location. In the MLA system of
documentation, the primary method of citing infotioa is to include the last name of the author
and the page number the information was taken froparenthesis at the end of the sentence in
which that information was used. Notice that thisreo punctuation between the author’s last
name and the page number.

This is the basic method. As we proceed, youledtn other ways to cite information in the text

of your paper, but, for the purposes of learning lparenthetical citation works, remember that

the key pieces of information provided to the reaale the author’s last name and the page
number on which the information appears in theioalgsource.

So, looking again at the example provided, we @mntkat the author has used information from
an author named Fuentes and that the informatidrganted material came from page 66 of that
source. This information is useful to the readsrduse of an element that will be a part of your
documented paper which will be described fullyhia final section of this booklet. That element
is a list of works cited, and it will be briefly sieribed here for the purposes of explaining how
parenthetical citations work.

At the end of your documented essay, on its owr agages, will be a document titled “Works
Cited.” This will be a list of all the sources ybave cited in the text of your paper. In other
words, for every source you cited, you will haveoaresponding entry in the list of works cited.
For example, in the list of works cited for the papontaining the sample sentence at the top of
this page, the following entry would appear:

Fuentes, Carlos. A New Time for MexicoTrans. Mariana Gutman Castafieda and Carlos

Fuentes. New York: Farrar, Straus and Giroux, 1996
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You will learn specific information about the list works cited in Section VI, so do not worry
now about the particulars of what information isgented in the entry. Right now, concentrate
on the idea that the citations in your paper meatl lthe reader to specific information that you
will present in the list of works cited. The readrust be able to use the information you
provide in parenthetical citations to find a spec#fource listed at the end of your paper. In the
example given, the writer of the sentence gavexastly what we needed to find the information
in the list of works cited. We know from the pategtical citation that the information came
from the source by Fuentes, so when we turn tdishef works cited we will know that the
work the writer is citing is a book by Carlos Fuestitled A New Time for Mexicoand we
know that the information and quoted material cdroen page 66 in that book. If the reader
wanted to verify that information, he or she wokihdbw exactly where to look.

Variations on the author and page form

Just as you will want to use a variety of sourcéenvyou write your paper, you will also want
your sentences and your parenthetical citationdetmonstrate variety. There are two major
reasons to use information other than the authdmpage number in your parenthetical citations.
The first reason is for simple variety and clarifyhe other reason would be if, for some reason,
you did not have an author's name or, in some ¢aspage number. We will deal with these
topics separately.

Using the author’'s name in the sentence for varietgnd to provide information

You will want to occasionally refer to your sourdgsname in the text of your paper. This will
lend credibility to your work. If the reader ordges vague phrases that merely describe sources,
he or she might not be convinced that your sousce®ntirely credible. The following sentence,
while descriptive, does not give the reader muébrmation about a source:

One scholar who studied the situation of Puertcaiscin the United States wrote that “they
experience the highest degree of social dysfunaf@my Hispanic group” (Chavez 140).

Here is a revised version of this sentence usifynmation about the author in the text of the
sentence:

Linda Chavez, former head of the U.S. CommissiorConil Rights, wrote that Puerto Ricans
“experience the highest degree of social dysfunatiibany Hispanic group” (140).

Notice two differences between the first sentemuk the second sentence. First, notice that the
second sentence gives the reader some specificnafmn about the source. In this case, it is
good for the reader to know that the author writedgout Puerto Ricans seems to have a
background in minority issues because she wastaop#ne U.S. Commission on Civil Rights.
Second, notice how the second sentence uses anlyatie number at the end of the sentence.
This parenthetical citation is different from thtargard “author and page” form presented
previously. If an author's name is used in a sa#dhat needs a citation, then you only need to
put the page number in the parenthetical citatibrwvill be clear that the information came from
that author. The reader will be able to find fulformation about this source in your list of
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works cited using that name. (See the sample Woitiesl in Section VI for the correct entry for
the Chavez citation.) Remember that the citatiarstntead the reader to an entry in the list of
works cited. This will not happen if you use sohmeg other than author's name since the
writer's name is generally how entries in the ¢iftvorks cited are arranged.

When there is no named author

Because sources vary, sometimes you will not hagename of a specific author for a source.
Magazine or newspaper articles sometimes do na haspecific author’'s name associated with
an article. Dictionary definitions and, oftentimesncyclopedia articles do not have named
authors. In these cases, you should use theofitlee article (and the page number or numbers)
in the parenthetical citation to refer to the worka these cases, the reader will find the full

citation in the list of works cited by using thédiof the work. The sentence below illustrates

how the title of a work with no named author isdusea parenthetical citation.

An article in_ The Economistlescribing recent terrorism in Pakistan reporteat hine peopl
died and fifty-four were injured in an explosion atrain (“Love and Violence in Pakistan” 48).

The title of a work with no named author used i plarenthetical citation will lead the reader to
an entry in the list of works cited. The workseditentry for a source with no named author is
listed by title. The entry for the above citatwould look like this:

“Love and Violence in Pakistan.” The Economist March 1998: 4$.

If a title is particularly long, you may shorterfdrr use in a parenthetical citation, but make sure
that it begins with the first word of the full &tl(excluding the words “A,” “An” or “The”) and
that it will be easy for the reader to find thel file in the list of works cited. In the example
given above, the title of the work could be shoetkto “Love and Violence” in the parenthetical
citation.

Also, be aware that you will have to include thtetof a work in addition to the name of the
author in a parenthetical citation if you are goiade citing multiple works by the same author
and this information is not clarified in your texfhe title of the work should appear after the
author’s name.
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When there is no page number

When the “author and page” system was created)athavork was, more often than not, done

using paper sources. It was rare that a work beitegl did not have specific page numbers to
cite. Of course, for your work, you will have soes where it will be easy to determine the page
number or numbers in a particular source. Bookk @aper copies of periodicals and journals
will have specific page numbers to refer to whemrdtnes time to cite a particular piece of

information or a quotation.

However, some means of modern periodical retrideahot reproduce the specific pagination of

an original (paper) source. Many periodical dasalsacan tell you on what page or pages an
article appeared in a particular issue, but themabdses oftentimes cannot show on which
particular page a phrase or fact appeared. Tlipreblem, since the MLA system was designed
to work with particular page numbers and not a eamfgpages or a starting page number.

When it is not clear on what page a quotation bewfact you are citing appeared, you will only
be able to cite the author’'s name (or title of Wk if it has no named author). In these cases,
however, your entry in the list of works cited masetmehow convey to the reader the reason you
do not have a specific page number in your paréictieitation.

An example of this situation can be illustrateddigcussing an article obtained from an online
periodical database known as EBSCOhost. The artidhn F. Kennedy and the Two Faces of
the U.S. Space Program,” by W.D. Kay, appearechen Summer 1998 issue of the journal
Presidential Studies Quarterlynformation given by the periodical databasecdbss this article

as beginning on page 573 of the third issue oftwenty-eighth volume of PSQThe database
further describes this article as being fourteegepdong. There are no screen divisions in the
document when the full text is retrieved and, wipeimted, the document can run thirteen or
fourteen pages (including the database’s citatidormation). Depending on the print or page
format chosen, the page numbers can vary even more.

One cannot guess about where a quote might hawaegapin a paper source. Trying to estimate
where a quote or fact may have appeared in thenatigaper source will not work. One also
cannot use the pagination of the printout, sineegthintouts will vary. The only solution is to
not put a specific number in a parenthetical @tathut to make sure that the entry in the list of
works cited specifies a reason why there is nqiexiic page number being given. Sentences
using information from the source by W.D. Kay ar@mples of citations which cannot use
specific page numbers. The examples will be foldwy a correct works cited entry.

W.D. Kay writes that President Kennedy often useaicing’ metaphors” when he talked abput
our space program, implicitly referring to our catipveness with the Soviet Union.

In this example, the author's name is used in #gr@ence with the quotation and there is no
specific page number cited. This will lead thedexato look for an entry for W.D. Kay in the list
of works cited and search for a reason why thereldvdbe no specific page number in a
parenthetical citation.
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President Kennedy often used “racing’ metaphorsconvey that our space program was in
competition with the program of the Soviet Uniorag

In this second example, the author's name is netlus the sentence, and so it is used in a
parenthetical citation without a page number. Agd#ne reader will look for an entry for an
author by the last name of Kay in the list of wocked and try to discern a reason for the lack of
a specific page number in the parenthetical cmatié\ correct entry in the list of works cited
would look like this:

Kay, W. D. “John F. Kennedy and the Two Face$ef.S. Space Program.”
Presidential Studies QuarterR®8.3 (1998): 573. Academic Search Elite
EBSCOhost. Ohlone College Lib., Fremont. 2%uday 1999

<http://search..epnet.com/>.

The notation that the document was retrieved orfliaen the EBSCOhost periodical database
explains to the reader why there was no specifge paumber given in either sentence. Further,
the numbers which follow the title of the periodicathe entry (28.3) refer to volume and issue
numbers of the publication. The date and page euif{h998):573) is given by the database and
follows the information about volume and issue. r&lspecific information about bibliographic
forms will be given in Section VI of this bookldtut for now the important point to remember is
that if there is no page number with your paremtaétitation, then the entry in your works cited
list will need to somehow account for this.

To avoid this complication, you may search for gager copy of a source you have retrieved
online if it is available. If you do this, you Wibe able to put the specific page number or
numbers in the parenthetical citation. Of couifsgou use the paper copy, your citation will not
refer to the method of retrieval or the computevise you used.

Internet sites also do not generally have page eusnlbut if paragraphs of text are numbered,
you may use them instead of page numbers. If youhds, be sure to specify that they are
paragraph numbers and not page numbers. You withd with the abbreviations “para.” for
paragraph or “paras.” for paragraphs.
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The lack of a page number will also be a concemoii are citing a videotape, a pamphlet
without numbered pages, or any other source theg dot have traditional page numbers. It will
be important to clearly indicate in your works ditentries if you are working from a source
where page numbers are not discernible. It alsogeod idea to refer to the type of source you
are dealing with in the text of your paper. Thereple below shows how you can give
information in a sentence about a source that woatdhave page numbers.

The television series The Story of Englistustrated that the English language is conggant
evolving.

Now we will turn to another issue crucial to pahetical citation--the issue of indirect quotation.
When the quotation or information comes from a souce the author is quoting

At times, your sources may quote people or orgaioize for many of the same reasons you
would want to quote something. (Specific reasongjtioting an author’s words is a subject that
will be dealt with in Section V of this bookletyVhen one of your sources quotes someone and
you want to use that quote, it is important thas imade clear who is the speaker of the quote
and what the source of the quote is. There isegigbform of parenthetical citation used to
address this issue. It is called indirect quotatio

Example of indirect quotation
In the article “Cancer & Diet,” in the November 31898, issue of Newsweglwriter Geoffrey

Cowley quotes a nutritionist from Pennsylvania &tahiversity about the impact of garlic on the
metabolism. This is the sentence as it appeatreiarticle:

“Even modest amounts of garlic in the diet have arked impact on metabolism” says
nutritionist John Milner of Pennsylvania State Uarsity.

Although Milner is the speaker of the quote, Cowiegtill the source (because he is the author
of the article). To avoid confusion, we use a gldorm of parenthetical citation to make it
clear who the speaker of the quote is and who tloecs is, since these will be two different
people. To use this quote appropriately, one cawitk it using the speaker’s name, then giving
credit to Cowley in the parenthetical citation.

A nutritionist from Pennsylvania State Universiiohn Milner, reported that “even modest
amounts of garlic have a marked impact on metaiél{gtd. in Cowley 65).
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Notice that the parenthetical citation now inclutigtsl. in.” This is an abbreviation for “quoted
in,” which means exactly what we intend it to me#me words of the speaker (Milner) are
“quoted in” Cowley’s piece. It is important thdtiet reader know that the quote appears in
Cowley and that Milner--while the speaker of thetga words--is not the author of the work
being cited.

It is vital that the reader is clear that Cowleythe name we will look for in the list of works
cited, since the entry in the list of works citeil wse his name and not the speaker’'s name. The
correct entry for this citation will look like this

Cowley, Geoffrey. “Cancer & Diet.”_Newswee®0 November 1998: 60-d6.

The use of the “qtd. in” form needs to be usedfadlyeto distinguish speakers of quotes from
sources. This form can also be used when the spé&aknown but the author of the source is
not known. The following quote about the Northémeland peace process from Bernie Ahern,
Prime Minister of Ireland, appears in the artiché American Connection” in the March 21,
1998, issue of The Economist

|"The pressure and involvement by the United Stasssbeen indispensabl}s.”

While Ahern is the speaker, the source of this gmt is the article (which has no listed
author). When using this quote in a sentence, a@dwse the “gtd. in” form to make reference
to the article, since that is how the source wdlfound in the list of works cited. Here is a
sentence using the quotation:

Bertie Ahern, the Prime Minister of Ireland, salthtt “the pressure and involvement by [the
United States [in the Northern Ireland peace prgjceas been indispensable” (qtd. in “The
American Connection” 68).

Again, the “gtd. in” form makes clear that the smurof the quotation is the article “The
American Connection” and not a work by Ahern. “TAmerican Connection,” preceded by
“gtd. in,” must appear in the citation in this cdssause otherwise readers would assume that
the quote came from a work by Ahern, and, when theled at the list of works cited, they
would find no entry for his name. The entry foe tinsigned article (which is the source of this
guote) would look like this:

|"The American Connection.” The Economist March 98: 651.
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Further examples and explanations of indirect citabn and parenthetical citation

Of course, the “qtd. in” form does not have to Isediin every instance where a source quotes
someone. If it is made clear in the sentence Wkaspeaker is and who the source is, then the
“gtd. in” form does not have to be used. Herenegample using the quote by Milner found in
Cowley’s piece:

Newsweek author Geoffrey Cowley quoted PennsylveBtiate University nutritionist John
Milner as saying that “even modest amounts of garli the diet have a marked impact|on
metabolism” (65).

Notice that it is clear who the writer is. Alsotwe that only the page number is used in
parentheses because the author's name appears seritence. If the author's name did not
appear in the text of the sentence, then the namddwhave to be used in the parenthetical
citation. Here is an example illustrating thatroi

The author of the article “Cancer & Diet,” quotednsylvania State University nutritionist John
Milner's claim that “even modest amounts of gaiiic the diet have a marked impact |on
metabolism” (Cowley 65).

The “qtd. in” form is not used in this case becaiti$e clear from the sentence that Milner is the
speaker but not the source. Cowley’'s name is imste citation because his name is not used in
the text of the sentence, and it is with his naha tve will find the appropriate entry in the list
of works cited. Even though the title is usedha sentence, it will not help us find the entry for
Cowley in the list of works cited.

When you use an unsigned source, the title of tbekwmas to appear in the sentence if you
wanted to use just the page number in the parecahettation. An example:

Bertie Ahern, Prime Minister of Ireland, was quotedhe article “The American Connection”|as
stating that “the pressure and involvement by timidd States” in the Northern Ireland peace
process was “indispensable” (68).

In that example, nothing besides the page numbeeased since the title of the article is in the
text of the sentence and it is clear that Ahernasthe author but was “quoted in” the article
“The American Connection.” It is through thateitive will find the entry in the list of works
cited. A final example illustrates another vapati

In the March 21, 1998, issue of The Econopnigrtie Ahern, Prime Minister of Ireland, saidttha
“the pressure and involvement by the United Staiesghe Northern Ireland peace process |was
“indispensable” (gtd. in “The American Connecti@8).
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Remember, the title of the article is the way w# find this article in the works cited list (since

it does not have a listed author). The title majgtear in the citation if it is not used in thettex
of the sentence. The citation makes it clear &iarn is being quoted in the article “The

American Connection.” Even when other identifyinfprmation is given--such as the date and
the title of the magazine--the reader must havenitssing piece of information that will lead

him or her to the correct entry in the list of werkited. In this case, that piece of informati®n i

the title of the article.

Mid-sentence and multiple citations in sentences

There are rare occasions when you might place enfiatical citation in a location other than
the end of a sentence, and there may be cases alsmtence can have more than one
parenthetical citation.

In the following sentence, information from the kodhe Gravest Show on Earthy Elinor
Burkett is used for factual information in parttbe sentence, but the contents of the rest of the
sentence should not be attributed to Burkett; foeeethe parenthetical citation appears before
the end of the sentence.

If it is true that the AIDS infection rate for yogingay men in San Francisco did not change
significantly from 1984 to 1994 (Burkett 306), waghmt not only question the effectiveness of
AIDS education, but also the accuracy of the dtesis

This form of parenthetical citation might be espéigiuseful if you are writing a documented

essay in which your instructor allows you to insamjumentative elements. In the previous
example, it is clear that the fact comes from Btifkaut the commentary that follows it is the

writer's own.

Another technique to be aware of is how and whens® multiple citations in one sentence.
You might use this technique if you want to writesemtence that conveys information from two
sources. In the example that follows, the writemtg to compare the opposing views of two
biographers of the American artist Andy Warhol.

While one biographer draws a connection betweenh@faridea to paint Da Vinci's The Lgst
Supperand the death of his close friend (Colacello 4&tjother biographer makes no such
connection (Bockris 343).

Using a double citation, the writer has made iaclghich viewpoint came from each source.

Clearly, there are ways to write sentences soythiado not have to put parenthetical citations in
mid-sentence or use multiple citations in a singgmtence. The previous instructions and
examples have been given to show you how you canyaur writing style and use the more
complex forms if you need to.
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Instances when you might not need a parentheticaltation

When citing an article from a periodical databases wliscussed earlier in this section, it was
noted that you would not have a specific page nunbea citation. In addition to those
situations, there will be other circumstances wparenthetical citations may be incomplete (in
terms of the “author and page” rule) or not neagssa

The first of these circumstances is if you refeatgeneral idea of a source as a whole. In this
case, you only need to mention the source in tkteofeyour sentence since you probably cannot
attribute this general idea or summary to any $pepage of the text. An example is shown
below.

The late_Timecritic William A. Henry argued his minority viewpds about race, gender gnd
education in his collection of essays entitled bBfdhse of Elitism

In this example, the writer is referring so gerlgré the work that making page references
would be impractical if not impossible. Because téference is so broad, no page numbers are
required. Of course, the work will still need fopaar in the list of works cited--even if specific
page numbers in the source are not directly cae=t in the paper.

A second circumstance in which you would not negxdu@nthetical citation for a fact is if that
fact is so general and commonly known it would bmbersome to cite it. An example might be
a sentence like the one shown below.

George Washington, considered a great hero of therigan Revolution, went on to become|the
first President of the United States.

Defining “common knowledge” can be difficult forarperienced researchers, so you will want
to check with your instructor to find out what tgpef things you need to cite in your documented
essay. As a general rule, it is almost alwaysepadie to cite if you are in doubt about what
constitutes common knowledge in the subject areaaye writing about.
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The section exercise will review the concepts akpthetical citation outlined in the preceding

text, and you will want to review this text befaempleting the section exercise. An overview,

followed by information about explanatory notes atabiarism, will complete this section.

Overview of concepts and special rules for parenthieal citation

» The primary format for a parenthetical citationlutes an author’s last name followed by the
page number on which the quote or information apgmkan that author's work. This
information appears in parenthesis--usually aetie of a sentence.

* You may use only the page number if the authormeenss clearly indicated in the sentence.

» For unsigned articles, use the title of the articlethe parenthesis as you would use an
author’'s last name. If you use the title in theteece, then you may use just the page
number in the parenthesis.

» Use an author’s name as well as the title of thekvaod then the page number or numbers if
you are using multiple works by the same author.

» Use the title and then page number or numbersufare using multiple works by the same
author and that author is named in the sentence.

» Use the “qtd. in” form if your source is quotingnseone.
» Do not put dates of publication in parentheticttions.

* Do not put a comma or colon between an author’'senéon the title of an unsigned work)
and the page number.

» Periods are placed after the citation (outsidédnefgarenthesis), not before it.
» Closing quotation marks should appear before thenplaetical citation begins.

* Never guess about the information you should pu#t parenthetical citation. If you are not
sure what form to use, ask your instructor.

* Check all of your citations to make sure that thfermation given in the parentheses and/or
sentence leads the reader directly to a partieutay in the list of works cited.
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Notes

The use of notes, either at the bottom of a paggofimented writing (known as a “footnote”)
or at the end of a paper (often known as an “enté”’has not as common in undergraduate
composition today as it once was. The extensieedisuch notes is largely confined to very
sophisticated academic writing and research writmgpecific fields. However, there are two
occasions when notes may be called for and usedomunction with the MLA form of
documentation.

One reason for using a note is to give the readditianal information about a subject that,
while related to your topic, is not vital to undersding your main point and would be considered
tangential. In this case, you might want to use& to make a citation and direct the reader to
further information either at the bottom of the pamy a separate page of notes at the end of the
paper (but before the list of works cited). In fblbowing example, the writer is making a point
about the impact of a French architect and planaened Le Corbusier on the Finnish architect
Alvar Aalto.

In fact, one writer noted that not only was Aaltfluenced by Le Corbusier, one of Aalto’s first
major projects clearly embodied every one of LebDerer's published philosophies abput
architecture?

The corresponding note at the bottom of the pagerfca separate sheet titled “Notes”) would
look something like this:

! See Pallasmaa 27 for details about the influefidee dCorbusier on this project. For details
about Le Corbusier’s philosophy, see his book, Tra&wa New Architecture

You should be aware that notes, like the text afrymaper, will need to be double-spaced. Do
not crowd the lower margin of your paper with not&gcause of aesthetic reasons, many writers
prefer to place all notes at the end of the paper.

A second reason for using a note would be if yod tiaee or more sources for the same
information and did not want to list all of themarsingle parenthetical citation. You may wish
to do this, since too many citations may make yangument appear cluttered. In the example
shown below, three different sources document tatersent.

There seems to be abundant evidence that pop Aniist Warhol did not come up with the igea
to paint pictures of money on his own.

The corresponding note would look like this:

|* See Bockris 105; Colacello 27 and Livingstone] 69.
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All of the referenced works in the notes shouldegwpn full bibliographic form in the list of
works cited.

This section will now end with a discussion andsdtration of plagiarism and ways to avoid
violations of acceptable academic practice whetingrifrom sources.

Plagiarism

Plagiarism and academic honesty are serious ssbjedhe academic world. Institutions of
higher learning depend upon students to be homestespect other people’s intellectual work.
When writing a research paper, it is especiallyangmt that you avoid any type of intentional or
unintentional plagiarism.

Plagiarism is defined as taking credit for academdark that is not yours or doing academic
work for another person. This includes intentioaets of plagiarism, like having someone else
work on your composition at any stage, or havinghaone else do your research for you.
Unintentional plagiarism can take place if a writecareless in the use of information or direct
words from a source. The intentional or unintamtlouse of someone else’s direct words or
ideas without giving him or her credit is plagianiand can result in anything from a failing

grade to expulsion from a school, depending orstfeol and the severity of the offense.

For the purposes of studying how to safely inclugfermation from a source into a piece of
documented writing without plagiarizing, we will wofrom an original passage about the
Finnish architect Alvar Aalto from the essay “Thedacy of Alvar Aalto: Evolution and
Influence” by Kenneth Frampton. The essay appé@arshe book Alvar Aalto: Between
Humanism and Materialisnwhich was edited by Peter Reed and publishedhHgyMuseum of
Modern Art in New York in 1998.

Following the original passage, several attemptsneluding this information in a piece of
documented writing are shown. Following each aptera critique and judgment will be made
about the degree of success achieved by the attempt

Original passage by Kenneth Frampton

Despite the essential Nordic character of Aaltag'sh@ecture, its influence has extended
well beyond the confines of his native Finland. eGnay think of it as radiating out a series
of fronts, first influencing those close to homepecially his Finnish apprentices of the

immediate postwar years, then widening out to affecandinavia, and finally spreading

further afield to touch the work of architects gieiag in England, Spain, Portugal, and

North America, to cite only those countries wheiihfluence has been explicit. However,

the constantly widening influence of his practiég ot diminish his impact at a theoretical

level, particularly as it emerged in a series a&fags in which he was continuously engaged
in a critique of the modern movement.
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First attempt to incorporate information

Aalto’s influence has extended well beyond the wmd of his native
Finland in a series of fronts. First to furthes ndeas were his Finnish
apprentices of the postwar years. Then his worersled to affect
Scandinavia. Finally, architects working in Englapain, Portugal, and
North America were influenced by his work. Furth&alto’s ideas about
the modern movement were promoted at a theordgéeal in essays he
wrote.

Comment on the first attempt

In this first attempt to incorporate informatiometwriter has failed to do two very important
things, and these two things call into questionwhiger’s ability and honesty. First, notice that
the writer has used Frampton’s exact language witlgoioting him. Here is that same first
attempt, with Frampton’s direct words underlined:

Aalto’s influence _has extended well beyond the wm¥ of his native
Finland in a series of fronts First to further his ideas were his Finnish
apprentices of thepostwar years Then his work_extended to affect
Scandinavia Finally, architects working in England, SpaimrtRgal, and
North Americawere influenced by his work. Further, Aalto’s adeabout
the modern movement were promoted at a theordgeal in essays he
wrote.

The underlined phrases are clearly Frampton’s,blgutot using quotation marks, the writer is

representing that they are his own. This is plag@a The writer's second mistake is that while

he uses the information Frampton provides, he doégite Frampton as a source. These two
problems make this piece of writing unacceptable.

Before looking at a second attempt, it may be hljgh you to look over the original passage by
Frampton again and then re-read the first attemmatking sure you understand why it was
unacceptable. Remember that writers of documessedys must do two basic things to avoid
being accused of plagiarism. First, they mustdrput as much as possible in their own words,
qguoting only when appropriate to do so. (Furtidorimation on using quotations will be given
in Section V of this booklet.) Second, the wribéthe documented essay must give credit to his
or her sources using parenthetical citations amcesponding entries in the list of works cited.
Now, let’s look at a second attempt to use therin&dion in the passage by Frampton in a piece
of documented writing.
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Second attempt

Even though Aalto’s architecture was Nordic in euter,_its influence haspread
beyond his native Finland. This influence extendadwaves; first, his
apprentices spread his concepts, then his worlctaffethe way architects in
England, Spain, Portugal, and North Amenwarked. Even though his influence
spread far from home, the impact of his ideasndiidiminish. Aalto furthered
his work by writing essays in which he wasgaged in a critique of the modern
movement.

Comment on the second attempt

Although the writer has now revised this passage @manged some of Frampton’s original
language, he is not entirely successful. Themgiilsunquoted direct wording from the source.
These phrases have been underlined. Phrases suith mfluence has,” “in England, Spain,
Portugal and North America,” “in which he was” afehgaged in a critique of the modern
movement” belong to Frampton and to use them witlquotation marks is plagiarism. In
addition, the failure to give credit to Framptomegns. The ideas contained in this passage are
clearly based on Frampton’s writing, but the writleres not give him credit. A final passage
illustrates an acceptable use of Frampton’s passageiece of documented writing.

Third attempt

In his essay “The Legacy of Alvar Aalto: Evolutiand Influence” author
Kenneth Frampton suggested that although Aaltatiwcture was Finnish in
nature, his ideas eventually moved “beyond theinesfof his native Finland”
(126). Aalto’s work was carried by those who watkender him and then by
other architects to other European countries aed tb places as distant as North
America. Further, Aalto himself spread his idegscoitiquing “the modern
movement” in essays he wrote (Frampton 126).

Comment on the third attempt

The third attempt does a much better job of changhginal wording and using quotation marks
when exact words from the source are used. Paticdh citations are used to show where
information and direct wording was obtained. Tisisan acceptable integration of Frampton’s
ideas into a piece of documented writing.

An entry in the list of works cited would give futiformation about the source known only as
“(Frampton 126)” or “(126)” in the text.

Frampton, Kenneth. “The Legacy of Alvar Aalto: Bwon and Influence.”_Alvar

Aalto: Between Humanism and MaterialisfBd. Peter Reed. New York: The

Museum of Modern Art, 1998. 119-39.
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It is vital that you understand what plagiarisnargl how you can avoid it in your documented

essay. Since you will be presenting a list of ysources along with this paper, you are giving

the reader permission to compare your words withwiords of your sources. If your reader

finds that you did not compose your paper but nyguigiarized passages and ideas from other
authors, your paper will not be acceptable.

Concluding remarks

This section discussed and illustrated the MLA&ysbf parenthetical documentation, the use of
explanatory notes and the issue of plagiarism. efRaetical citations and the corresponding
entries in the list of works cited--which will beered in detail in Section VI--are the elements
that make a documented essay different from otypest of essays you might write. It is vital
that you understand how documentation works antyta use it correctly and consistently. If
you have questions about this material or theioitatin your paper, you should consult your
instructor or a member of the English Learning €estaff for assistance.

The tasks for Section IV can be found on page 8hisfbooklet. Complete the assignment. Use
the answer key in the English Learning Center toemb and score your work. Hand in the

exercise and the answer key to the English Lear@@gter staff. You may need to refer to the
Research Skills Booklethile completing the exercise.
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SECTION V
INTEGRATING QUOTATIONS

In the course of researching your topic, you prob&iund interesting and relevant facts, figures
and quotations which you think will help conveydrhation about your topic to the reader. You
will also, hopefully, have taken good notes on ysaurces and/or photocopied relevant passages
which contained information you would like to indkiin your paper.

Before illustrating how to integrate the informattigou gathered into the text of your paper, this
section will give guidelines about when to use gaa@nd when not to use quotes.

When to use quotes

The use of quoted material demonstrates that yoe hesearched your topic. However, your
judgment about when to use such material is a dstraiion of your thinking skills, and it is
something that the reader of your paper will beyveaterested in and aware of. There are
definitely good reasons to use quoted passagedacanented essay, and the list below outlines
them.

» Use quoted material when the source is especialbpvworthy and the words of the speaker
will be authoritative. For example, if you are twrg about the United States military,
integrating a quote from the Secretary of Defensealld certainly add credibility to your
work. Remember to be selective about your credibleces. If your paper is about changes
in the Catholic Church in the 20th century, a quat®ut changes in Catholicism from a
Baptist scholar might be interesting and informatibut the quote might not be as
authoritative as, say, a quote from a modern Cathibéologian. You may wish to review
the information in Section Ill about how to detenmithe credibility of a speaker or source.

* Another reason to use quoted material is relateldriguage. Use quoted material when a
guote is well-written, compact or uses especialgmrable language. However, do not use
these reasons as excuses to include too much gonatiedial in your work. Remember that
the reader of your paper is primarily interestegianr writing, not the writing of others.

» Use quoted material only when it directly relatesyour topic. Even if the source is very
credible and the language is superior to what yaldcwrite, the quote must directly relate to
your topic. For example, if you found an excellgnibte on civil rights from a Supreme
Court Justice, but your paper was about civil 8sghtChina, you might want to question the
use of that quotation in your paper. The Justigghtrhave been speaking very specifically
about an American case and not a situation in China
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When not to use quotes

Just as there are reasons to use quotes, theedsareeasons not to use quotes. Do not use
quotes just because you think the words of estadalisvriters are always better than yours. Also,
do not use quotes to merely impress your readeyoul use too many quotes, you will give the
reader the impression that you are mostly intedesteselecting and arranging quotes and not
writing your own sentences.

How to use quotes: integration

Printed below is an example illustrating what haygp@hen a writer does not properly integrate
guoted material into the text of a paper but meredgrts it.

A leader of Cuban rebels made a distinction betveenimportant wartime actions. “Sabotage
has nothing to do with terrorism; terrorism andsp@al assaults are entirely different tactjcs”
(Guevara 139). This distinction, however, does take into consideration the possible terror
that sabotage can create.

The use of a quote in the example shown abovdriites the fact that simply inserting a whole
sentence of quoted material into a paper does erobdstrate the author’s ability to write. The

only things that a writer demonstrates by merebeiting a quote is his or her ability to choose
an appropriate quotation and copy it down correcilfis is not enough for a writer of a good

documented essay. Notice that in the revised seaterinted below, the writer demonstrates the
ability to select only the essential parts of thmtg. Notice also how all quoted material is
integrated into original sentences and those seesesre clear and correct.

Che Guevara, a Cuban revolutionary, noted thendistin between two important wartime
actions. “Sabotage has nothing to do with ternofishe claimed (139). He went on to eqyate
terrorism with “personal assaults” and he considieach of those things “different tactics” from
sabotage (Guevara 139). His distinction, howestees not take into consideration the possible
terror that sabotage can create.

It is vital to remember that the reader of a docot®@ paper is interested in a demonstration of
both research on a particular topic and the watability to selectively integrate the results of
that research into original sentences.
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Further examples of integration

A non-integrated passage using text from The Disumbdf Americaby Arthur Schlesinger:

“Ethnicas a word has had a long history” (Schlesinger 4d)today’s climate, the word is now
mostly used to describe a person who falls intorexdefined minority group. How people
described as “ethnic” viewed themselves in the past view themselves today has changed a
great deal. In the past, identification seemee $ik easy task. “Most ethnics . . . saw themsglves
primarily as Americans” (Schlesinger 42). Todaslf-&dentification is a different matter.

An integrated passage:

A Harvard history professor, Arthur Schlesinger, diaims that the wordthnic*has had a long
history” (41). In today’s climate, the word is namostly used to describe a person who falls|into
a pre-defined minority group. How people describsdethnic” viewed themselves in the past
and view themselves today has changed a great diedahe past, identification seemed like| an
easy task. Previous generations of “ethnic” pedpav themselves primarily as Americans”

(Schlesinger 42). Today, self-identification iditierent matter.

Notice that in addition to selecting and integratonly the essential parts of the quotations, the
writer of this passage has given some informatlmsuaithe source of the quotations. This helps
the reader recognize that the speaker’s wordsasenmorthy and relevant. A professor of history
from Harvard has credibility when it comes to higtal matters, and his comments on the word
“ethnic” are closely related to the writer’s topic.

A non-integrated passage using text from The Spabigil War by Dante Puzzo:

“On April 1, 1939, Franco formally announced tha wvar [in Spain] was at an end” (Puzzo 96).
With the war over, General Francisco Franco was movwower. “Franco, a conservatijve

authoritarian rather than a fascist totalitariamsvihimself content that the poor and weak|had
once again been taught their proper place” (Puzzo 9

An integrated passage:

Professor Dante Puzzo, author_of The Spanish @Wat, wrote that General Francisco Frapco
was considered to be “a conservative authoritaiadimer than a fascist totalitarian” (Puzzo 97).
When Franco declared that the war was over oniteeday of April in 1939 (Puzzo 96), he

seemed pleased “that the poor and weak had onae lagan taught their proper place” (Puzzo
97).
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Beyond integration: manipulation of text using ellpsis and brackets

There will be times when you find source materfattyou wish to use, but realize that the
original passage is quite long, or will not workyiour own sentence because of unclear or vague
wording in the original. In these cases, you mifht the use of two kinds of punctuation
helpful. An ellipsis, which represents missing d&ris a set of three evenly spaced dots.
Brackets look like sharp-edged parentheses. Tiheniog text will show you how these tools
are properly used.

Ellipsis

This original sentence appears in the book The [Ediesa Eraby André Maurois:

“His solemn parting advice to a friend appointecatoimportant post was to be careful ngt to
wear too high a collar.”

To shorten and simplify the quote, we can represessing words by using an ellipsis:

“His solemn parting advice to a friend . . . wadéocareful not to wear too high a collépr."

Note that when you type, there is a space befoch dat and after the last. Notice that the
extraction of words does not change the essentaning of the quote and that the sentence
remains grammatically correct. The fact that thenfl had been “appointed to an important
post” is not vital to the meaning. If ellipses nga the meaning of sentences or do not accurately
reflect the originals they represent, then theyraxiebeing used properly. We may also feel like
removing more words that are not essential, butifgeof an ellipsis is sometimes awkward and
not visually appealing, so the use of an ellipbisudd be minimal.

Ellipses do not have to be used at the start asHinf a quotation if you are integrating only a
word or phrase into your own sentence and it iardlbat you are not using an author’s whole
sentence.

One writer explained that His Royal Highness, thade of Wales, would sometimes focus| on
superficial things, like telling a friend “to bere&ul not to wear too high a collar” (Maurois 56).

However, an ellipsis must be used if you are nattisig or finishing your quote at the beginning
or end of the author’s sentence and it is not dlear you are just using a part of the original
sentence. In these cases, you must always represetied words by using ellipsis points
enclosed within quotation marks. Parentheticatiahs always follow closing quotation marks,
and citations are followed by periods.
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Brackets

Brackets serve a slightly different function in npadating an original source. Brackets are used
when you are inserting a word or words in an exgsgjuotation so that the quote may be clear.
This issue often arises when a source refers peeaifgc topic or subject as “it,” “his,” “her,” or
“they.” These references may be clear in the palgsource, but your sentence may require that
you be less vague about the subject. To clarifatwthe vague word or words mean, use
bracketed words within the quotation to replacem@ke clear what is unclear. As with an
ellipsis, you must be careful to make sure thantleaning of the passage does not change. Let's
look again at the example where we used an ellifgsiemove wording we did not feel was
essential.

“His solemn parting advice to a friend . . . wad&careful not to wear too high a coll$r."

If we have decided that the word “his” is too vagurel that we need to say who this person is
when we use this quote in our paper, we may uskétsito insert that name.

Royalty might be pre-disposed to focus on appeaaftc example, “[The Prince of Waleg’
solemn parting advice to a friend . . . was to &eeful not to wear too high a collar” (Maurpis
56).

The brackets insert words that take the place@fthbiguous “his” and make the subject of the
sentence clear. The meaning of the sentence rsrtt@rsame.

Another example using brackets

Another example--this time using wording from ThebRl by Albert Camus--will further
illustrate the use of brackets to clarify infornoati

“What is a rebel? A man who says no, but whosasadfdoes not imply a renunciation. He is
also a man who says yes, from the moment he magdsst gesture of rebellion.”

A French writer proposed that “[the rebel’s] refudaes not imply a renunciation” (Camus 13).
He further believed that the rebel’s spirit is dfirmative one “from the moment he makes |his
first gesture of rebellion” (13).

The use of ellipses and brackets are meant tonaithrification and should be used only where
there is no other easy way to insert the quotecematinto the text. Remember that your
primary goal is to use as much original languaggaascan in your paper and that you should
use quoted material only when there is clear jostibn for doing so.
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Concluding remarks
This section has attempted to illustrate three mdgas:

» Using quoted material from sources demonstratesytha have researched your topic and
have been able to find interesting and relevamirmétion.

» There are specific justifications for using quotedterial. These justifications have to do
with the credibility and reliability of the speakand source. Concise language and relevance
are key factors in determining whether or not te gsoted material. There are also instances
where one should not use quoted material. Quotattmal should enhance a paper and
should not take the place of a writer's own sergendQuoted material should not be used in
excess.

* Finally, this section has tried to show how vitais to properly integrate selected quoted
material into the text of a documented paper. hdegrated quotes in a documented paper
do not demonstrate the ability to write; quoted enat, in addition to being brief, relevant
and credible, must be integrated effectively interser's own sentences.

In the exercise for this section of the ResearciisSRooklet, you will be asked to do three
things:

» First, you will be asked to determine if a quotbésng used for reasons related to credibility,
authority or if it is being used for another reassmch as concise or especially memorable
language.

* You will then be asked to look at several quotatiand determine if they should be used in a
paper; you will use the topic of the paper andghete as guidelines.

* Finally, you will be asked to demonstrate familiamvith the rules regarding an ellipsis and
brackets.

The exercise for Section V can be found on pagef&3is booklet. Complete the assignment
and use the answer key in the English Learning&eatcorrect and score your work. Hand in
the exercise and the answer key to the Englismimg Center staff. You may need to refer to
the Research Skills Booklathile completing the exercise.
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SECTION VI
PREPARING THE LIST OF WORKS CITED

In Section IV, the MLA style of parenthetical citat was discussed and illustrated. You learned
how to cite a direct piece of information or quaatfrom a source by using, ideally, an author’s
last name and the page number on which that infiomappeared in the original text. The
point of including that information, it was suggatwas to lead the reader to a specific place in
the list of works cited, which is always at the exfda documented paper. In the list of works
cited, the reader gets more specific informatiooualithe source referred to in the text. This style
of documentation frees the writer from having torsycabout footnotes at the bottom of each
page. This style also frees the reader from theatition of having too much information about
a particular source in the text of the paper, wimeght interrupt the flow of the paper.

A brief overview for this section

The reader uses the parenthetical citations inetkteto locate specific entries in the list of werk
cited. For example, if you included a specifict facyour paper which you got from page seven
in a book by Matthew Fox, using the rules of pdnetital citation you would have ended that
sentence with a citation like this: (Fox 7). Oticge, if you used Fox’s name in the sentence, you
would only have needed to put the page numberrnenpleesis. We would assume that if there is
no author’'s name in the parenthesis, then the dathame appears in the sentence. In either
case, when evaluating a documented essay, therrealtlesee that you have used Fox as a
source, and, so to find out exactly what that seiscthe reader will look for an entry for Fox in
the works cited list. If a source is cited in tbg&t but does not appear in the works cited list, t
citation is meaningless to the reader. If no efdryFox exists in the works cited list, the reader
has no choice but to disregard the fact or qudigated to that source. If the reader must
disregard a portion of a documented essay, thisoake the paper’s effectiveness suffer
tremendously.

The reader depends upon the writer’'s accuracy mposition as well as in documentation, so
you must be very careful when you document yourcesis The point of a documented paper is
that it is documented. Without proper documentattbe paper will not fulfill one of the basic
requirements of the assignment.

In this section of the Research Skills Bookigtu will learn exactly what a list of works cites)
learn how to compile the list for your documentexpgr, get a listing which shows how to
present information on your different sources,what a completed list of works cited looks like
and, finally, you will get a short list of resouscthat will help you answer any further questions
you may have.
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Definition

You may not be familiar with the term “works cited”you have not done much documented
writing or worked with the MLA style of documentati. However, more people are familiar
with the term “bibliography,” and so it might besesst to define what a works cited is by
comparing it to, and distinguishing it from, a lodigiraphy.

A bibliography is a list of sources that an autbempiles in the process of researching a topic. It
may include sources that were consulted, but ned dérectly in the text of the paper. A list of
works cited differs in that it is a list of sourcdgt have been referred to in the text using a
parenthetical citation. Just as every parentheatitation must have a corresponding entry in the
list of works cited, every entry in the list of viksrcited must have a relationship to at least one
parenthetical citation. Works that have not beiedcin the text will not appear in the list of
works cited. For example, if you used a dictionaryelp you understand a word that you came
across in your research but did not cite the dibimifrom the dictionary in your paper, you
would not have an entry for that dictionary in ydist of works cited.

While keeping in mind that major distinction, sosimilarities between a list of works cited and
a bibliography are worth noting.

» Like a bibliography, a list of works cited is prased in alphabetical order by the author’s last
name. If a work has no named author but is instefaired to in the parenthetical citation by
its title, then the title is used to place it iplabetical order. If the title begins with “A,”
“An” or “The,” use the next word to determine itgage in the list. The entries are not
numbered, and all lines are double-spaced.

* In addition to being in alphabetical order, theomnfiation within each entry in a list of works
cited needs to be presented in a specific ordée order and kind of information presented
varies depending on the source. Further informatiothe different forms will be given later
in this text.

The following section will discuss the process amposing a list of works cited for a
documented essay. Following those instructionsledjmes for citing different types of sources
are given.
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Compilation: the process

If you took care to note what sources you pareité@idy cited in the text of your paper, the
compilation of your list of works cited should bdarly easy task. The information you will
need to compile your list of works cited shouldfbend with your source. For book sources,
you will need information found on the title pagelamost likely, information found on the page
that follows the title page. For periodical sowrcgou will need the author's name, the title of
the article, the name of the periodical in whichppeared, the date it was published, any volume
and issue numbers, and the page number or nuntieesticle appeared on. For other sources,
especially those retrieved through a computer,ralbeumentation will be required. Be sure to
keep track of information such as the name of agryogical databases you use, any Internet
addresses from which you retrieved information, angt page or paragraph data supplied by
online sources. Finally, you will need to note tla¢e you accessed the material.

You will need all of the information required fdnet citation to write your list of works cited
correctly. If you do not have all of the infornati available, you will need to gather that
information before you write this part of your papdf you have used a source in your paper but
no longer have the required information, you nemdetrieve the source again and note the
relevant information. Without all required docurtezhinformation in a works cited entry, your
reader will question your use of that source.

With all of the material available, you can beginwtrite your list of works cited. The process is
straight-forward. Arrange your sources in alphiglaéorder by author’s last name (or by title, as
discussed earlier) and then as you enter eachesomake sure that you are using the correct
form. For example, if you have a book by a siragléhor, use the pages that follow to see how
an entry for that type of source is arranged. Ewbeir information in the exact form shown.
When you are finished with your entry, check it &mcuracy against the sample shown; make
sure you have included all of the information nekd# you are missing information, you need
to obtain that information and include it in itoper place in the entry. Make sure you punctuate
and format your entry correctly. Follow this prdoee for each different source cited in your
paper. If you have more than one parentheticatioit from the same source, you do not have to
cite the work more than one time in your list ofrigcited.

How to present information in the list of works cited

On the following pages are works cited entry stytasdifferent types of sources. Forms for
book, periodical, and other sources are illustrated explained. If you have a question about
what category one of your sources falls into goifi have trouble obtaining required information
for your cited sources, you should consult youtrirdor or one of the resources listed at the end
of this section.
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Books

The basic entry for a book in the list of workseditcontains the author’'s name (with last name
listed first), the title of the book (underlinedhe name of the city in which it was published, the
name of the publisher and, finally, the year oflmattion. This information can be found on the

title page and, often, on the page following tlie page. Note the specific use of punctuation in
the examples shown.

Books with a single author

Postman, Neil. The End of Education: Redefinirg\Walue of School New York:

Vintage Books, 1996.

Books with two or more authors

Root, Robert L., Jr., and Michael Steinberg. Tharkh Genre: Contemporary Writers

of/on Creative Nonfiction Boston: Allyn & Bacon, 1999.

Books with an editor: form used when citing thet@das the source

Reed, Peter, ed. Alvar Aalto: Between HumanismMatkrialism New York: The

Museum of Modern Art, 1998.

Works in anthologies: form used when citing an gssachapter in a book with an editor

Frampton, Kenneth. “The Legacy of Alvar Aalto: lwon and Influence.”_Alvar

Aalto: Between Humanism and Materialisiad. Peter Reed. New York:

The Museum of Modern Art, 1998. 119-39.

Special notes for book citations:

* When you have a book by more than three authotsmay list only the first author followed
by the Latin term “et al.”

» Corporations or organizations can be authors ofkband should be treated like other
authors, only the orders of their names shouldrateversed.

* In the form for a work in an anthology or collectiof essays, “Ed.” refers to the editor of the
book, and the last numbers in the citation refeh&opages in the book on which the essay or
chapter appears.
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Periodicals (paper copies)

In general, the forms for periodical sources vaprerthan the forms for books. Because of this,
it is very important to look carefully at the kird article you have as you make the works cited
entry. If you have questions about how to citeadlipular source, consult your instructor or a
member of the English Learning Center staff. Taedvhich follows the name of the periodical
should come from the cover of the periodical. Sqragodicals will be dated with a month or
months, while others--like newspapers or weekly amages--will have specific dates, often
printed on each page. The final numbers of tregion refer to the pages in the paper copy of the
periodical. Note that the following citation forrapply only to paper copies of periodicals. Use
the alternate forms (shown on the following pagésjpu retrieved an article from an online
periodical database or a special collection otkesilike SIRS or CQ Researcher

Signed articles from newspapers or magazines
|Anderson, Jon Lee. “The Dictator.” New York&B October 1998: 44-5|7.

Unsigned articles from newspapers or magazines
| “A New Kind of Car Company.” _Economis? May 1998: 61—2.

Note that the title of the article (placed in qummta marks) is followed by the (underlined) name
of the periodical. The periodical’'s name is somes shortened. Most of the time, you will
remove the word “The” from periodical titles.

When an article is a review of a book or moviet ihéormation is sometimes reflected in the
title of the piece. However, to make clear to teader that an article is a review, you need to
add information to the standard periodical entry.

Reviews from newspapers or magazines
Ross, Alex. “Fresh Hell.” Rev. of Glamoraniyy Bret Easton Ellis. New Yorker

11 January 1999: 87-8.

Most major papers (and many magazines) print “edisJ and opinion pieces in each issue,
usually under the heading “Editorials” or “Opinidre even “Op-Ed,” an abbreviation which
means that the page on which they appear is ogptist editorial page. Unsigned editorials
often reflect the opinions of the editorial boafdlee newspaper or publisher. Signed editorials
reflect the opinions of that particular writer tvetorganization he or she represents. Forms for
both signed and unsigned editorials are illustratethe following page.
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Signed editorials or opinions

Lochhead, Carolyn. “How Law to Help Disabled Nowkks Against Them.”

Editorial. San Francisco Chronicl& January 1999: 7.

An unsigned editorial or opinion piece follows teme form, only there will be no author listed
and the citation will begin with the title of theovk.

Unsigned editorials or opinions

“Spy Belongs Right Where He Is: Prison.” Editori&an Jose Mercury News

15 January 1999: 6B.

Letters to editors of periodicals also require ecgd form. It is illustrated below.

Letters to the editor

Oldham, James. Letter. Wall Street JourAdtebruary 1999: A213.

Journals are treated like periodicals (since theyissued regularly), but information about a
journal’s volume and issue numbers are added t@ntwy after the name of the periodical and
before the specific pages on which the article apgue

Articles from journals

McGlone, Robert E. “Deciphering Memory: John Adaamd the Authorship of the

Declaration of Independence.” The Journal of Aozer History 85.2 (1998):

411-438.

Note that “85.2” follows the title of the journalThe volume number of the issue in which the
article appears is 85, and the issue number Bl&ce the year of publication in parenthesis after
the volume and issue numbers. Finally, place #tgemumbers of the article at the end of the
citation. Some page numbers might be very highgesicertain journals continuously paginate
throughout a given year. Follow the specific puation shown in this example.

Periodicals from collections and electronic sources

Periodical articles that have been compiled intmlection (such as CQ ResearcloerSIRS
require special forms. The forms are often a blehthe periodical and book forms you saw
previously. Notice especially the ends of the ieatr The information refers to specific page
numbers or the number of the article in a particatdlection.
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Articles from bound compilations
Jost, Kenneth. “The British Monarchy.” CQ Resbarc Ed. Sandra Stencel.

Washington, D.C.: Congressional Quarterly, 19983-216.

Articles reprinted in loose-leaf collections
Christensen, Bruce. “Importing People: Why Modémerican Needs But Resents

Immigrants.” _Family in AmericaMay 1995: 1-8._Ethnic Group<d. Eleanor

Goldstein. Vol. 5. Boca Raton: SIRS, 1995-199t. 8.

You have previously read that articles retrievexhfra database cannot reproduce the pagination
of the original paper source and so the parenthetitation will not have a specific page
number. It was also mentioned that the works ey will have to account for this. The entry
shown below is an example of how to do this.

Newspaper and magazine articles from online daésbas

Archer, Jeffrey. “The Price of Being Uncool.” Téen26 October 1998: 62. Academic Search

Elite. EBSCOhost. Ohlone College Lib., Fremont. 6ddeloer 1998

<http://search.epnet.com/>.

You will notice that the entry for this signed petical article looks much like the form used for
the paper copy shown earlier. The page number &%’ given as the page number of the article
in the print version. This information is usuadjiven by the online service. If the article was
more than one page long, a range of pages mawba ghd those should be listed after the date.
In the example shown above, the database EBSC@asstised. The final part of this citation is
the date of access. This is the date that therralateas downloaded and/or printed.

Citations for journal articles from online databasee also modified to reflect the fact that they
were retrieved online. Since the parentheticatich will not contain a page number, it is vital
to account for this in the works cited entry. Tbim is shown on the following page.
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Journal articles from an online database

Chalmers, Beverley and Michael Sand. “Contracepitimowledge, Attitudes and Use
Among Women Attending Health Clinics in St. Pelbeirg), Russian Federation.”

Canadian Journal of Human Sexualit (1998): 129. Academic Search Elite

EBSCOhost. Ohlone College Lib., Fremont. 25 aant999 <http://search.epnet.cony/>.

Note that the form for a journal article from EBSIa3t is almost identical to the form for a
paper copy of a journal article. The changes ladriclusion of the starting page number of the
article (which was the only page information gi\®nthe database) and six final items:

» the name of the database used (Academic Seare) Elit

» the name of the database service (EBSCOhost)

» the name of the institution that provided acceddd@e College Lib.)
* the city of the institution (Fremont)

» the date of retrieval (25 January 1999)

» the address of the database servitetfx//search.epnet.cormj

For articles from microform/microfiche collectiorfs]low the form illustrated below. Remember
to note all the information you will need when yose a source since you will need all of the
relevant information when you compile your listvedrks cited.

Articles from a microform/microfiche collection

Rainey, James. “Water Officials OK Plan to CleaA.lCoastline.”_Los Angeles Times

16 July 1996._NewsBanEnvironment(1996): fiche 1, grids F9-10.

For self-contained CD-ROM systems, be sure to tidename of the database you are using and
the name of the provider when you print your aetiat articles.

Articles from a self-contained CD-ROM system

McNeil, Donald G. “Neighbors Kill an H.1.V.-Posit AIDS Activist in South Africa.”
New York Times28 December 1998: A5. New York Times OndistD-ROM.

UMI-Proquest. Dec. 1998.

Other sources

E-mail communications

Almada, Celina. “Re: Teaching Diverse Literatur&*mail to the author. 26 January

1999.

In this form, “the author” refers to the writer thie documented work.
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For CD-ROMs, follow the form illustrated below. lihe example shown, the Berkeley
Macintosh Users Group (as an organization) is thkaa of the work as a whole. If you have a
more specific author for a piece included in a CONR that information should be included as
well.

CD-ROMs

Berkeley Macintosh Users Group. BMUG Fall ‘97 Néatter. CD-ROM. Berkeley:

BMUG, 1997.

Personal interviews

Cox, Beverly. Personal Interview. 15 July 19}93.

Lectures

Dunstan, Margaret. “Women and Legal Careers.”tlrec Ohlone College, Fremont,

California. 27 January 1999.

Videotapes

Quest for a HomelandProd. Hector Galan and Mylene Moreno. Narr.iféZisneros.

Videocassette. National Latino Communicationst€eri996.

For videotapes, the name or names of the produmergirectors should follow the title.
Information about narrators or featured actors khfmllow that information.

Internet web sites

Campbell Soup Company Pag® February 1999. Campbell Soup Company. 6uUzeprl999

<http://www.campbellsoup.com/>.

In this example, the web site is one that is uptidtgly. The first date refers to the date the sit
was last updated, so you should note that infoonatthen you visit the site. The second date
(given just before the address) is the date ofsscce

In your research, you may find and want to use casithat you cannot find a form for in the
previous listing. This does not mean that you hexclude that source from your work. At the
end of this section, a number of resources forh&rrtinformation about citation are given.
Consult those sources if you have a type of sotivakeis not mentioned in this section. If you
still cannot determine how to cite that source,sttnyour instructor or a member of the English
Learning Center staff for help.
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Format overview

On the following pages, a sample list of works ctigppears. As you review it, notice the
following characteristics:

» Entries are not numbered.
» Entries are double-spaced.
* The second and subsequent lines of each entrmédeated.

» Entries are alphabetized by the primary authoss fame. If a work has
no named author, the form remains the same anttiiagexcluding the
words “A,” “An,” and “The”) is used to alphabetizdf a corporation or
organization or government is the author, use tizahe to alphabetize.
Exclude the word “The” when naming a periodicalor Example, write
“Atlantic Monthly” not “The Atlantic Monthly”

» If you have two pieces by the same author, theasistimame in the second
entry should be represented by three spaced dastieen you cite these
works in the text, make sure that you distinguigtatwvork by that author
you are citing. You can do this by referring te title in the sentence or
by including the title after the author’s namehe parenthetical citation.

* Entries for books with translators indicate who thenslator is after the
title is given.

» The words “Works Cited” appear at the top of thetfpage. The words
should be centered at the top of the page andtbely and the C should
be capitalized. The font should be consistent Withtext of the paper and
not underlined, italicized or otherwise highlighted

* When references to publishers are made, abbrewtatize sometimes
used. For example, the words “Publishers” or “Bsokre often omitted
and in the case of university publications, ablatens such as “U of New
Mexico P” (standing for University of New Mexicodas) are acceptable.
A detailed list of abbreviations for publishers daam found in the MLA
Handbook for Writers of Research Papers
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A sample list of works cited

Works Cited

Aron, Elaine N., Ph.D. The Highly Sensitive Perddow to Thrive When the World

Overwhelms You Secaucus: Birch Lane Press, 1996.

Banham, Reyner. Los Angeles: The ArchitectureafrEEcologies London: Penguin,

1973.

Blake, Peter. The Master Builderslew York: W. W. Norton, 1976.

- - -. Form Follows Fiasco: Why Modern ArchitegtiiHasn’t Worked Boston:

Little, Brown, 1977.

Bockris, Victor. The Life and Death of Andy Warhdllew York: Bantam, 1989.

Bridgers, Lynn._Death’s Deceiver: The Life of Josd>. MachebeufAlbuquerque:

U of New Mexico P, 1997.

Burkett, Elinor. The Gravest Show on Earth: Amaiic the Age of AIDS New York:

Picador, 1995.

Camus, Albert._The Rebel: An Essay on Man in Revbtans. Anthony Bower.
New York: Vintage, 1956.

Cavafy, C. P._The Complete Poems of Cavdfyans. Rae Dalven. San Diego:

Harcourt, 1976.

Chavez, Linda. Out of the Barrio: Toward a NewitRrd of Hispanic Assimilation

New York: BasicBooks, 1991.

Colacello, Bob._Holy Terror: Andy Warhol Close UpNew York: HarperCollins, 1990.
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Danner, Mark. The Massacre at El Mozote: A Parabtee Cold War New York:

Vintage, 1994.

Eisenstodt, Gale. “Behind the Chrysanthemum QuitaAtlantic Monthly

November 1998: 20-36.

Epstien, Joseph. “What to Do about the Arts.” bing Down: Essays on the

Strip Mining of American Culture Ed. Katharine Washburn and John F.

Thornton. New York: W. W. Norton, 1996. 179-193.

Grose, Thomas K. “Forsaking the Lords.” U.S. Newwd World Report26 October

1998: 42._American Search ElitEBSCOhost. Ohlone College Lib., Fremont.

27 November 1998 <http://search.epnet.com/>.

Guevara, Che. Guerilla Warfaréincoln: U of Nebraska P, 1985.

Helm, MacKinley. Mexican Painters: Rivera, Oroz8wqueros and Other Artists of the

Social Realist SchoolNew York: Dover, 1989.

Henry, William A. In Defense of ElitismNew York: Doubleday, 1994.

Janson, H.W._History of ArtNew York: Abrams, 1995.

Jiménez, Carlos M. _The Mexican American HeritaBerkeley: TQS, 1994.

Le Corbusier. Towards a New Architecturérans. Frederick Etchells. New York:

Dover, 1986.
Livingstone, Marco. “Do It Yourself: Notes on Walts Techniques.”_Andy Warhol:

A Retrospective Ed. Kynaston McShine. New York: The Museum afdédrn

Art, 1989. 63-78.
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MacDonald, Heather. “Writing Down Together.” Duimdp Down: Essays on the

Strip Mining of American Culture Ed. Katharine Washburn and John F.

Thornton. New York: W. W. Norton, 1996. 88-96.

Maurois, André._The Edwardian Erdrans. Hamish Miles. New York: D. Appleton-

Century, 1933.
McCarthy, Terry. “Indonesia Burning.” Tin#b May 1998: 44-45.
Pallasmaa, Juhani. “Alvar Aalto: Toward a Synthé&tinctionalism.”_Alvar Aalto:

Between Humanism and Materialisred. Peter Reed. New York: The Museum

of Modern Art, 1998. 21-44.

Postman, Neil. The End of Education: Redefinirg\Walue of School New York:

Vintage, 1996.

Puzzo, Dante A. The Spanish Civil Wadew York: Van Nostrand Reinhold, 1969.

Schlesinger, Arthur M._The Disuniting of Ameridgeflections on a Multicultural

Society New York: W.W. Norton, 1992.

Warhol, Andy, and Pat Hackett. POPism: The Wai®@s. New York: Harper & Row,

1980.

Whitford, Frank. BauhausLondon: Thames and Hudson, 1984.
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A final verification

Once you have finished compiling your list of worksed, check it for completeness and
accuracy by re-reading the text of your paper. damh parenthetical citation in the text, go to the
list of works cited and make sure the entry is am®uand complete. Be sure to verify that
whatever is listed in the parenthesis leads td#wnning of the appropriate entry.

Resources

As you are compiling your list of works cited, gtiess may arise about how to categorize and
list a particular source you have cited in the t&@xyour paper. If you have a question about the
citation form for something that is not mentionadhis section, there are a number of resources
available to help you correctly compile your li$tworks cited.

* Your textbook and/or instructor may provide youhmibformation about the MLA style of
documentation.

» The MLA Handbook for Writers of Research Papaffers information about composing and
formatting documented papers. A vital part of thaok is a comprehensive list of different
types of sources and examples of proper citatidrgs book is available for consultation in
the English Learning Center and in the referencéa@eof the Ohlone Library. It can also be
found in most libraries.

» General handbooks or manuals, such as The Allyra8oB Handbooky Leonard J. Rosen
and Laurence Behrens or A Pocket Style MarmaDiana Hacker also offer information
about how to properly compile a list of works cited

» Additional information about how to document sograabtained online or using other
electronic databases may be found in a number tdrriet locations. The MLA
maintains a web site at http://www.mla.orgnd this site contains helpful and recent
information regarding citation of electronic sowce A web site found at
http://www.nhmccd.edu/contracts/Irc/kc/mlastyle.htam also provide you with information
about documenting Internet and electronic sources.
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Concluding remarks

In this section you learned how to compile and cosepthe list of works cited for your
documented paper. You were given information alhowt the list of works cited relates to the
parenthetical citations in the text of your paped aere instructed how to list the entries.

Remember that a list of works cited plays a vitdérin a documented essay. The link between
the parenthetical citations and the list of workedt makes a documented paper different from
other kinds of essays, and these are essentibtiskilonstrations in any documented essay.

In the exercise for this section, you will be askeaorrectly identify the format for works cited
entries. You will want to refer to the informatignesented in this section as you complete the
section exercise.

The exercise for Section VI can be found on pagef@8is booklet. Complete the assignment
and use the answer key in the English Learning&édotcorrect and score your work. Hand in
the exercise and the answer key to the EnglishniieguCenter staff. You may need to refer to
the Research Skills Booklethile completing the exercise.
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CONCLUSION

Exercises for all sections can be found on theo¥alg pages of this booklet. The
schedule for completing the exercises will be gethie instructor. Be sure to read over

the instructions for each exercise.

If you have any questions about the precedingunstnal text or the exercises, please
ask your instructor or a member of the Fremont BhglLearning Center or Newark
Tutoring Center staff. They are glad to assist gsyou work to improve your writing

skills and undertake these important assignments.
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SECTION I: PLANNING THE PAPER SECTION EXERCISE
Instructor’'s name: EnglishAlicdb section number: |
Student’s first name: Studdésstsname:

Date: Score: / 2 O

There are two tasks to complete in this section es@se. Follow directions
completely for each task. Once you have completedis exercise, bring your work
to the English Learning Center on the second flooof Hyman Hall at the Fremont
Campus or the Tutoring Center located in room 2306at the Newark Campus,
correct it according to the directions on the answekey, and write your score in the
space provided above. After correcting your workfurn it in to your instructor.

Task 1:

In the instructional text, you learned that thepscof a topic is an important factor in a
documented essay. A topic that is too broad oepwg puts the writer and reader at a
disadvantage since it does not allow for much depttletail. On the other hand, a topic

too specific or narrow is also a problem, sincevaiuld not allow for much context or

material for a well-developed paper. Five samplaeids appear below. Look at each
topic and think about how promising the topic midpet for an 8-10 page documented

essay. Decide if the topic would be too broadoor narrow as statedror topics that
are too general or too vague, circle the wordsTOO BROAD” and for topics too
specific or too detailed, circle the words TOO NARROW .”

CIRCLE ONE
1. The impact of 1998 tax code changes TOO BROAD TOO NARROW
on small, home-based businesses
2. The United States economy TOO BROAD TOO NARROW
3. Men and women TOO BROAD TOO NARROW
4. Educational opportunities for English women TOO BROAD TOO NARROW
in the late 1980s
5. AIDS TOO BROAD TOO NARROW
Score for Task 1: 2 x numbercorrect [ ] = /10
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Task 2:

The concept of formal outlining was discussed i itistructional text. You will recall
that formal outlines use a system of numbers attelréeto categorize information based
on its significance and level of detail. Majoradeget a more prominent role than details
or examples. For this task, you will need to agethe elements of an outline into proper
order. To do this, study the sample formal outiméhe instructional text and notice how
minor ideas are subordinate to major ideas or génepics. The example that follows
illustrates how you will arrange randomly liste@énits from an outline into a correct

structure and sequence.

Example:

Jumbled items in the outline

Former rulers

Culturally influencing the new countries
Background: History

Drawing new boundaries

Introduction: Influence of foreign powers
in the Middle East

Former boundaries

Conclusion: The influence of foreign
powers in the Middle East has been
significant.

Placing new rulers into power

Types of steps taken to influence the
Middle East

Proper sequence in a formal outlin

Introduction: Influence of
foreign powers in the
Middledt

Background: History
A. Former boundaries
B. Former rulers

pes of steps taken to
influence the Middle East
A. Drawing new boundarie
B. Placing new rulers int
power
C. Cutily influencing the
newmms

Conclusion: The influence
foreign powershia Middle
East has been significant.

e:

]

of

Notice how the nine items have been arranged iotart@ct outline based on the rank and
content of the items. Similar ideas and exampée® ibeen grouped together under more

general and encompassing ideas.
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Directions for task 2

Below is a random list of items belonging in a fatmoutline. Some of the items have
already been placed in a formal outline appearimghe following page.You need to

place the items on this page in their proper places the outline on the next page

Remember to group similar ideas together as yoenasie the outline. You may also

want to cross out items once you place them todarepetition.

Portrayal of Native Americans

One character pleads that her lover was Mexicamusec there was some acceptance off
ethnic group.

Native Americans were treated as a part of theupailand their removal from the South i

viewed with remorse.
Portrayal of Mexicans

Introduction: William Faulkner’s writing illustratethe conditions of three minority groups
the South: African Americans, Native Americans dMekicans.

One main (white) character marries a “full-bloodftidan American

Background of the South

Insulting language is used to refer to African Aio@ns, showing the majority attitude.
Native American characters had some prominent roles

Mexicans represented the mixing of races--sometimniagy people feared.

Portrayal of African Americans

Conclusion: Ahead of his time, Faulkner wrote akthu¢e important ethnic groups in the Sd
of his time.

Some Mexicans were identified as “Spanish,” sihneaémed more European.
Although a majority of the population, African Anigains were in subservient positions.

Faulkner featured a Native American character naBsed Fathers.

Mexican characters were not common, but the fadtFaulkner used them was significant.

Categorize the elements listed above and place them the existing outline on the
following page.
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VI.

Introduction: William Faulkner’s writing illusated the conditions of three
different ethnic groups in the South. He wrotewtbAfrican Americans,
Native Americans and Mexicans.

Background of the South

Portrayal of African Americans

A.

B.

C.

Portrayal of Native Americans

A.

B.

C.

Portrayal of Mexicans

A.

B.

C.

D.

Conclusion: Ahead of his time, Faulkner illistd the conditions of three ethn
groups in the South.

Score for Task 2: 1 x number correct[ ]= __ /10

Total score for Section I: /20

After correcting your work using the answer key atthe Fremont English Learning Center
or Newark Tutoring Center, put the score in the heding area of the first page of this
exercise. Staple the pages of the exercise togetard submit them to your instructor.
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SECTION II: USING THE LIBRARY SECTION EXERCISE
Instructor’'s name: EnglishAlicdb section number: |
Student’s first name: Studéedisname:

Date: Instructor’s evaluation:

There are five tasks to complete in this exerciseAnswer all questions completely.
Once you have completed this exercise, submit it rdictly to your instructor as

assigned This exercise will be scored and calculated intgour lab grade by your

instructor.

Before you begin this exercise, establish the subjeof your searches with your
instructor.

Task 1: Using H.AN.S., the Ohlone College Librar@nline Catalog

What word or words did you use to search for infation?

Take a look at your results to make sure they elevant. How many book sources did
you find for your subject?

What is the most recent date of publication fonakbon your topic?

Go to the shelves and get one of the books retatdee topic you searched for.

Who is the primary author of the book?

What is the book’s title?

What is the book’s date of publication?

How relevant to your topic does this book seemet® b
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Is there any information given about the authoruathors in the book or on the book’s
cover? If so, briefly summarize what you learnbdw the author or authors. If there is
no information, how will this lack of informatiomipact your use of information from

that text?

Task 2: Using an Online Periodical Database

Search a full-text database or limit your searchisat you only get full-text articles.

What term or terms did you use for your initial reé@

What was the date of the most recent article aviailan your topic?

View the full text of that article.

What is the title of the article?

Who is the primary author (if listed)?

Do you get any information about the author anddnider credentials? If so, briefly
summarize what you learned about the author omasithif there is no information, how

will this lack of information impact your use offoxmation from this article?

Does the article appear relevant to your topic?
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Does the article have any discernible bias or metse? Does it take a particular side?

Approximately how long is the article?

What periodical or journal did the article comenfr®

Have you heard of that periodical or journal befors it well-known? What information

do you have about it?

Task 3: Using another Periodical Databas@Again, search a full-text database or limit

your search so that you only get full-text artigles

Which database did you use?

What search term or terms did you use?

Read one of the articles your search retrieved.

What is the title of the article you selected?

What is the date of the article?

What periodical or journal did the article comenfr®
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Who is the primary author of the article (if lisjeéd

Can you detect any obvious bias or perspectivearatticle? Does it contain opinions or

facts or both?

Task 4: Conducting an Internet Search

A selection of search engines is listed in Sediiarf the Research Skills Booklelou

may access them using the computers in the Library.

What search engine did you use? Give its complétieess.

What search term or terms did you use?

How many items did your search retrieve?

Did all of the items retrieved seem relevant torytopic?

Task 5: Comparison of Sources
Among the materials you looked at to complete éxisrcise, which seemed to have the
most relevant and reliable information on your topbooks, periodicals or Internet

sources?
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Which sources seemed most useful to you? Why?

How will the date of a source affect your decisiouse it?

In what source is the most information about armautvailable: books, periodicals or

web sites? How will this influence your decisidroat using that source?

Briefly explain which materials you found to be raslevant and reliable: books,

periodicals, or web sites.

Submit this exercise directly to your instructor. Do not write in the space below

Instructor’'s remarks:
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SECTION lll: EVALUATING SOURCES SECTION EXERCISE
Instructor’'s name: EnglishAlicdb section number: |
Student’s first name: Studdésstsname:

Date: Score: / 2 O

There are four tasks to complete in this section excise. Follow directions
completely for each section. Once you have compdet this exercise, bring your
work to the English Learning Center on the secondldéor of Hyman Hall at the
Fremont Campus or the Tutoring Center located in r@am 2306 at the Newark
Campus, correct it according to the directions onte answer key, and write your
score in the space provided above. After correctgnyour work, turn it in to your

instructor.

Task 1: Demonstrations of source variety

In the instructional text you learned that havingaaiety of sources is important. Two
guestions about source variety follow. For botkesiions, circle the best answer.

1. Below, the research material for four differ@atpers (a, b, ¢, and d) is listed.
Determine which paper best demonstrates source vaty and circle the
letter of that paper.

CIRCLE ONE

]

a. Four books, one periodical and one Internet sof@¢etal)

b. Three books, two periodical articles and two Inétisources (7 total)
c No books, two periodical articles and four Intérs@urces (6 total)

d One book, one periodical article and seven Intesaerces (9 total)

2. Source variety demonstrates that

CIRCLE ONE

v

a. you spent a great deal of time in the library.

b. you spent too much of your time researching artcenough time writing.
c you have done your job as a researcher.

d you chose a challenging topic.

Score for Task 1: 2 x numbercorrect [ ] =__ /4
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Task 2: Information about periodical sources

It was suggested in the instructional text of Sectlll that it is important to have
information about the periodical sources you planuse in your documented essay.
Specifically, the reference work Magazines for hifbees was mentioned in the
instructional text as a good source of informatiabout periodical sources. A
periodical’'s specialty or bias may be uncoveredrdgding about it in_Magazines for
Libraries or another reference work that describes peribdicarces. In this task, you
will be asked questions about specific periodical¥.ou will have to search for
information about these periodicals to answer thestjons correctly. (The periodicals
are categorized, so you should use the index tbvitnere information about a particular
periodical source is located in the text.) In &ddito Magazines for Librarieyou may
also find information about periodical sources lmpking at paper copies of the
periodicals (if available) or Internet sites asatail with the periodicals. If you encounter
problems with this task, consult your instructoBix questions follow. Circle the
correct response for each.

1. What perspective on current events does Commalmegazine present?

Vegetarian
Military
Catholic
Pro-Life
Scientific

Poo T

2. In what year was Timunded? (You may use information from Magazifozs
Librariesor a paper copy of Time magazine to get this mfaion.)

1865
1900
1929
1923
1933

Poo T

3. Get information about the magazines The Nadiwh National Review
Which one is considered “liberal’?

a. The Nation
b. National Review
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The magazine Tikkuis known for reporting on issues with a focus on
concerns important to readers.

Buddhist
b. Jewish
c. Catholic
d. Hindu

o

The Spectatds a conservative periodical from

. Australia
b. Austria

c. Canada

d. England

e. New Zealand

o

The Journal of Marriage and the Fanslypublished by

a. The National Association of Marriage, Family &ild Counselors
b. The National Council on Family Relations

c. Times Mirror Inc.

d. The Department of Psychology, University of @ahia at Berkeley

cdBe for Task 1: 2 x numbercorrect [ ] =_ /12

Task 3: Source preferences

In the instructional text, you learned that youlddanvestigate as much as possible the
works you use in your documented essay. In Tasks8gnario will be presented and you
will be asked to decide which sources you wouldosieo

1.

For an essay about women in the military, yorelgathered four articles from
several periodicals. Based only on the infornrapcesented, decide which two
you would use if you were forced to choose witheaiding the articles fully.

Article 1: Written by a retired (female) Marine Corps officthis article
(according to its abstract) lays out reasons wbsnen should not be limited in
the tasks they are assigned to do in the militétris 2500 words long.

Article 2: This article (which has no listed author) appédn a general news
magazine and was approximately 150 words long.alditract is available.
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Article 3: This article is an opinion piece by an anonymiemsale cadet at a
military academy.

Article 4: This article, written by the “military affairsocaespondent” of a major
weekly magazine, contains interviews with sevpraminent women in the
military and an interview with the highest rankiiegnale in the military.

Based on this information, which tvesticles would you select@ircle the two you
selected:

Article 1

Article 2

Article 3

Article 4

Score for Task 3: 1 x correctly chosen items [ | = /2
Task 4: Detection of bias or perspective
In the instructional text, you learned that deteimg if a source has a particular
perspective or contains opinions as opposed ts fadmportant. Two passages appear

below. Read them carefully and determine if thecegiis purely factual or if it contains
the opinions of the writerCircle F if the piece is factual and O if it contans opinions.

1. “If Hispanics hope to repeat the successful ggpee of generations of previqus
immigrant groups, they must continue to increasé educational attainment,
and they are not doing so fast enough.”
Linda Chavez
CIRCLEONE & F O

2. “While strikers prayed, the DiGiorgio boycottread farther across America,
with strongholds of support in San Francisco, Newk, and Chicago. The union
also unveiled another tactic: blocking distribuatimf grapes at the source.”

Susan Ferriss and Ricardo Sandoval

CIRCLEONE = F @)

Score for Task 2: 1 x number correct|[ | = /2
Total score for Section llI: /20

After correcting your work using the answer key atthe Fremont English Learning Center
or Newark Tutoring Center, put the score in the heding area of the first page of this
exercise. Staple the pages of the exercise togetard submit them to your instructor.
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SECTION 1V: USING PARENTHETICAL CITATIONS SECTION EXERCISE
Instructor’'s name: EnglishAlicdb section number: |
Student’s first name: Studdésstsname:

Date: Score: / 2 O

There is one task to complete in this section exeése. Follow directions completely.
Once you have completed this exercise, bring yourask to the English Learning
Center on the second floor of Hyman Hall at the Frsnont Campus or the Tutoring
Center located in room 2306 at the Newark Campus,ocrect it according to the
directions on the answer key, and write your scorén the space provided above.
After correcting your work, turn it in to your inst ructor.

Task 1: Determining correct citation form

Ten sentences requiring a parenthetical citatidioMo Based on information you
learned in the instructional text for Section I\&termine if the citation is correct or
incorrect. Circle “C” if the citation is correct and circle “I ” if the citation is
incorrect. A citation can be wrong because it is incompletegives the wrong
information. You may wish to review the instructad text before you begin this
exercise. You are welcome to refer to the textoaswork on this exercise.

CIRCLE ONE

1. Some of the most well-known architects of th&fjemovement

were very concerned about the building of low-dusising (121). C I
2. In 1848, women'’s rights advocates issued a ce®a that used

wording remarkably similar to Thomas Jeffersonécration of

Independence (Maier 197). C I
3. In his survey, Trieb illustrates five basic tgp# floor plans used

for the churches in New Mexico (27). C I
4. One reporter found disenchantment with moderoadrom a

surprising source: the grandson of well-known hetronary

figure (page 81). C I
5. Matthew Fox calls today’'s educational institnsdknowledge

factories” and claims that they should changeéhabthey become

“wisdom schools.” C I
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CIRCLE ONE

6. The Balfour Declaration--issued by Britain inl¥9-is an example of
early outside support for a Jewish state in PakegtBalfour
Declaration,” Encyclopedia Americgndolume 3. 1979. Page 88). C I

7. Famous jurist Oliver Wendell Holmes, Jr., waetqd as saying that
he didn’t think that “the United States would cotaan end” if the
Supreme Court lost its power “to declare an a@afigress void”
(qtd. in Donadio 213). C I

8. On the subject of controversy regarding hissgd@astman argues
“that experimentation and arguing is what Amergdn” (The End
of Educationby Neil Postman, page 142.) C I

9. An article in The Economist reported that theeze problems in
more than one election in the Philippines (“Andibeal Pantomime”
40). [This example is from an unsigned article.] C I

10. One observer wrote that the Supreme Courtcedkely drove President
Nixon from office by requiring him to hand overdgsibly incriminating
audio tapes (“The Court Then and Now,” EBSCOhofthis example

is from a signed article retrieved from a periatlidatabase.] C I
Score for Task 1: 2 x numbercorrect [ ] = /20
Total score for Section llI: 120

After correcting your work using the answer key atthe Fremont English Learning Center
or Newark Tutoring Center, put the score in the heding area of the first page of this
exercise. Staple the pages of the exercise togetard submit them to your instructor.
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SECTION V: INTEGRATING QUOTATIONS SECTION EXERCISE
Instructor’'s name: EnglishAlicdb section number: |
Student’s first name: Studdésstsname:

Date: Score: / 2 O

There are three sections to complete in this sectioexercise. Follow directions
completely for each section. Once you have compdet this exercise, bring your
work to the English Learning Center on the secondldéor of Hyman Hall at the
Fremont Campus or the Tutoring Center located in r@am 2306 at the Newark
Campus, correct it according to the directions onte answer key, and write your
score in the space provided above. After correctgnyour work, turn it in to your

instructor.

Task 1: Rationale for using a quote

In the instructional text, you learned that creldipiand reliability play a role in the

decision to use quoted material. You might alsmosle to use a quote because of its clear

and concise wording or because the language iciefiganemorable. Five quotations
and their sources follow. Decide if a quote imgaiised for its: A) credibility, reliability
or authority; B) clear, concise wording; or, C) naable or vivid languageCircle the

most appropriate answer.
CIRCLE ONE

1. The poet wrote about “spectacular and terrifyimggs” (Cavafy 52). A B C
The source is C. P. Cavafy, a modern Greek poet.

2. Professor Banham stated that “If Los Angeles & @fithe world’s A B C
leading cities in architecture, then it is becatsea sympathetic
ecology for architectural design, and it behowég fhe world’s
architects to find out why” (244).
The source is Reyner Banham, a respected authopeoidssor of architecture.

3. The author of Mexican Paintensote that Saturnino Herranmade A B C
known “his indefatigable interest in the pictonmssibilities” that his
own era and location offered (Helm 7).
The source of the wording is the author of MexiPainters MacKinley Helm

4. Unlike most of the other appointees to positionthe Bauhaus, A B C
“[Johannes] Itten was Swiss” (Whitford 51).
The source is Frank Whitford, author_ of Bauhaus
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CIRCLE ONE

5. Dr. Aron claims that “Transferences are not alwaysitive” (178). A B C
She goes on to state that “[transferences] anggtitdo be the
transfer of repressed feelings . . . ” (Aron 178).
The source is Elaine N. Aron, Ph.D., who publishescademic journals and is a
depth psychologist.
Score for Task 1. 2 x number correct] ]=_ /10

Task 2: Relevance of quotation to topic

Following each of the essay topics printed beloguatation appears. This quotation
may or may not be relevant to the paper. Decideefquote is relevant. If it is relevant
to the paper and topic, circle the word “Yes.'it i not relevant, circle the word “No.”

CIRCLE ONE

1. For a paper about Gothic architecture in Germany:
One scholar wrote how “[the area where Gothibagan] embraced Yes No
only the province known as the lle-de-France (thaParis and
vicinity), the royal domain of the French kinggafson 330).

2. For a paper about United States involvement in&V&dor in the 1980s:
President Ronald Reagan “removed the outspokerriéame

ambassador [to El Salvador], Robert White” (Dart®. Yes

No

3. For a paper about the Mexican Revolution:
One of the greatest battles in the Mexican Reiaiubok placein  Yes No
the town of Celaya in April, 1915 (Jiménez 156).

4. For a paper about political considerations in a guida war:

Che Guevara claimed that “Combat is the most itapbdrama in ~~ Yes No
the guerrilla life” (103).
Score for Task 2: 1 x number correct [ ] = /4
Task 3: Use of ellipsis and brackets

In each of the following cases, determine if elbpsnd brackets are being used correctly
or incorrectly. Before beginning this exerciseyuyoay wish to review the instructional
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text. Circle “Yes” if the usage of ellipsis or brackets $ correct. Circle “No” if the
usage is incorrect.

1. The original source reads:

“In the late post-Abstract Expressionist days, ¢herere only a few people in the
world who knew who was good, and the people whavwlo were good knew who el
was good.”

Andy Warhol, POPIs

Does the following sentence demonstrate the correase of ellipsis?

One painter of the time stated that “In the latstpsbstract Expressionist days, th
were only a few people who knew who was good]{.(Warhol 9).

Yes No

art
Se

ere

2. The original source reads:
“Dartmouth rejected what was called a ‘transmissimodel of English in favor of
‘growth’ model.”

Heather MacDonald, “WritiBgpwn Together’

Does the following sentence demonstrate the correase of ellipsis?

“Dartmouth rejected . . . a ‘transmission’ modeEwfglish in favor of a ‘growth’ model
according to Heather MacDonald’s essay, “WritinghDologether” (89).

Yes No

i

3. The original source reads:

“The various projects for the rebuilding of Algietall of them bogged down in
bureaucratic morass) represent modern solutiorthedypical crowded Mediterrane
town, which had first introduced Corbu to certagncepts of architecture--especially
the image of the white-walled patio open to thdiant blue sky.”

Peter Blakége Master Builder

Does the following sentence demonstrate the correase of ellipsis?

Peter Blake, author of The Master Buildembted that “The various projects for
rebuilding of Algiers . . . represent modern sanf to the typical crowdg
Mediterranean town . . .” (79).

Yes No

an
to

U

the
d
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4. The original source reads:
“We walked into the Hudson and sat down on a coaperuffy-looking seats.”

Andy Warhol, POPism

Does the following sentence demonstrate a correcs@ of brackets?

Warhol recalled that he and Paul Morrissey “walk&d the Hudson [Theater] and
down on a couple of scruffy-looking seats” (9).

o7
Q
~—+

Yes No

5. The original source reads:

“The NEA has sent dance and theatrical and mugjaalps into rural and backwater
parts of the country, so that people, and espgdiadl young, could have an opportunity
to see live performance, which, even in a telewvisige, has its own magic.”

Joseph Epstien, “What to Do dlibe Arts”
Does the following sentence demonstrate a correcse@ of brackets?

Epstien argued that “The NEA [National Endowment tfee Arts] has sent dance and
theatrical and musical groups into rural and badkwpgarts of the country [maybe in the
south and west?] so that people...could have aonrappty to see live performancel..”
(193).

Yes No

6. The original source reads:

“But before he started out on his prepared speddies paid an eloquent apd
extemporaneous tribute to Wright.”
Peter Blakbge Master Builder

\"2)

Does the following sentence demonstrate a correcs@ of brackets?

According to Peter Blake’s account of an imporigathering in Chicago, “Mies [van der
Rohe] paid an eloquent and extemporaneous trilmitgelow architect Frank Lloyq]
Wright” (230).

Yes No

Score for Task 3: 1 x number correct = /6
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Total score for Section V: /20

After correcting your work using the answer key atthe Fremont English Learning Center
or Newark Tutoring Center, put the score in the heding area of the first page of this
exercise. Staple the pages of the exercise togetanrd submit them to your instructor.
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SECTION VI: PREPARING THE LIST OF WORKS CITED SECTION EXERCISE
Instructor’'s name: EnglishAlicdb section number: |
Student’s first name: Studdésstsname:

Date: Score: / 2 O

There is one task to complete in this section exese. Follow directions completely.
Once you have completed this exercise, bring yourask to the English Learning
Center on the second floor of Hyman Hall at the Frsnont Campus or the Tutoring
Center located in room 2306 at the Newark Campus,ocrect it according to the
directions on the answer key, and write your scorén the space provided above.
After correcting your work, turn it in to your inst ructor.

Task 1: Correct forms for works cited entries

The instructional text illustrated different forrfar works cited entries. It is important
that you present information in the list of workised in the correct format. Below,
information about ten sources is given in sentdoo®. Your job is to create a correct
works cited entry for each source, based on the ¢tfsource it is. Read the information
about each source carefully before you write oet ¢hation in the space given. You
should consult the instructional text while youttis exercise to make sure you put the
information in the exadbrm required.

1. Your first source is an essay appearing on pagexs of a book. This essay is
by lan Taylor and it is titled “Class Violence aBdort: The Case of Soccer
Hooliganism in Britain.” The essay by Taylor appein the book Sport, Culture
and the Modern StateThe book was published by the University of Taoo
Press, which is located in Toronto. Edited bytlantelon and Richard
Gruneau, the book was published in 1982.

Write the correct works cited entry for this souncéhe space given below:
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2. Your second source is an article from the Au@uist1998 issue of Time
magazine. The article is titled “Faith or Healihg®d it appears on pages 68 and
69. The author of the article is David Van Biema.

Write the correct works cited entry for this sountéhe space given below:

3. Your third source is from the November 2, 19881e of Timenagazine. Itis a
letter from the governor of South Carolina, DaMdBeasley to the editors of
Time Itis printed on page 15 of the magazine.

Write the correct works cited entry for this sounmtéhe space given below:

4. Your fourth source is a document found on thertret. Its title is “Art Therapy”
and it is found on the web site of the Americaméa Society. The document
can be found at <http://www.cancer.org/alt_thersfarticles/art.html> and was
retrieved on March 5, 1999. Information on theeea indicates that the
document was most recently updated on Decemd€ .

Write the correct works cited entry for this sount¢he space given below:
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5. Your fifth source is an article from an onlinerijpdical database known as
EBSCOhost. Academic Search Elite, which can besseckby typing
http://search.epnet.com/ into a web browser. @ftisle is titled “In Education
We Trust” and appeared on page 14 of the DeceBer998, issue of Black
Issues in Higher EducationThe article, which was retrieved from EBSCOhost
Academic Search Elite on February 16, 1999, waemrby Karin Chenowith.

Write the correct works cited entry for this sount¢he space given below:

6. Your sixth source is a book. The book is tiigatillac Desert: The American
West and Its Disappearing Watdt was published in 1986 by Viking in New
York. The author’'s name is Marc Reisner. Thekis®82 pages long.

Write the correct works cited entry for this sount¢he space given below:

7. Your seventh source is an article from the magaZechnology ReviewThe
article is titled “Melted Chocolate to Microwavahd has no listed author. It
appeared on page 96 of the January/February $308.i

Write the correct works cited entry for this souncéhe space given below:
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8. Your eighth source is an article from a journ@he authors are Douglas B.
Downey, James W. Ainsworth and Mikaela J. Dufline article appeared in The
Journal of Marriage and the Family1998. The volume number is 60 and the
issue number is 4. The study, titled “Sex of Raamd Children’s Well-Being in
Single-Parent Households,” appeared on pages 83®{&hat particular issue.

Write the correct works cited entry for this sount¢he space given below:

9. Your ninth source is an article from Ethnic Neéatch, a full-text online
database of articles from the minority and natirespes. The title of the article is
“Is There Really a Digital Divide?” and it appear@u page 6 of the April 12,
2000 issue of The New York Beacofhe article, which was retrieved from
Ethnic NewsWatch on a computer in the Ohlone Cellggrary on November
16, 2001, was written by Lee Hubbard. The vendoEthnic News Watch is
ProQuest Information and Learning Company.

Write the correct works cited entry for this sounmtéhe space given below:

91



10. Your tenth source is an article from a bounltection of articles. The article,
“Encouraging Teen Abstinence” by Kathy Koch, igrid in the 1998 edition of
CQ Researchewhich is edited by Sandra Stencel. It was ptblisin
Washington D.C. by Congressional Quarterly. Titiela appears on pages 577-
600.

Write the correct works cited entry for this sounmtéhe space given below:

For the preceding exercises, correct your workfallye noting the order of information
and the punctuation used.

Score for Task 1: 2 x number correct[ ]=_/20

Total score for Section VI: /20

After correcting your work using the answer key atthe Fremont English Learning Center
or Newark Tutoring Center, put the score in the heding area of the first page of this
exercise. Staple the pages of the exercise togetanrd submit them to your instructor.

92



