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DOCUMENTATION 
(chapter nine)

I. RESEARCH PROBLEMS to AVOID:

1) The String of Pearls:  too many direct quotes

· paraphrase, summarize, explain (this is your essay; quotes are to support your ideas/opinions)

2) Underresearched Research Paper:  too little research (too many generalizations, no proof)

3) Overworking the Data:  too much reliance upon ONE source/single example

4) Underdocumentation:  too little documentation (document everything--better safe than sorry!)

5) *Plagiarism:  improper or missing documentation

· accidental (laziness), deliberate (theft)

· readers must be able to verify your sources

· changing a few words does NOT change your obligation to document!!!
__________________________________________________________________________________________

II. What to DOCUMENT:

1) Direct Quotations:  put exact words in quotation marks (“ ”)

2) Words or Ideas from a Source:  ideas, interpretations, analyses, concepts 

· give author credit for his/her ideas

· *if you didn’t know it before your read the article, document

· *changing a few words does NOT change your obligation to document!!!
3) Paraphrases or Summaries

· restatements of others’ ideas are still their ideas

· even if you put their ideas into your own words, still document
· *changing a few words does NOT change your obligation to document!!!
4) Major Source:  if making many references to one source in a paragraph (with none in between), then you do NOT have to keep giving full citations--just the page numbers will do (see p.564) (*just keep it clear what ideas are yours & what ideas are from the source)

5) Source within Source:  get the original (if impossible, see p.565 on how to cite)

__________________________________________________________________________________________

III. What NOT to DOCUMENT:
1) Common Knowledge:

· this is information most educated people are expected to know
· it is readily available in most genera reference works (encyclopedias, dictionaries, atlases) or through the popular media (TV, radio, newspapers, magazines) 

· if you copy or paraphrase from encyclopedias, dictionaries, atlases, almanacs--CITE

· if you don’t, if you have to look it up--CITE 

· * When in doubt, cite!!!!
________________________________________________________________________________________
IV. IN-TEXT CITATIONS:
* Parenthetical Citations:

· author’s last name, space, page number (without “p.” or “ppg.”), 
· end mark usually comes after parentheses -- (Smith 89). OR
· just the page number (if author’s name is used in your text)--(89).

· article’s or work’s shortened title, space, page number (if author unknown)

· references to the Bible get standard abbreviations (Prov. 3.3) 

· plays, poetry, and works with numbered sections or lines, give all relevant numbers (Hamlet III.iv.178)
· no spaces, no “l.” for line or “ll.” for lines: (“Byzantium” 9-10)

1) Use of Author’s Name:   

· name in-text, page number in parentheses at end of sentence before before the period

· one author: use name in-text (“According to Kolata, they did not celebrate...”)

· 3 authors:  use all 3 names (“Campbell, Bertonasco, and Karns maintain that...”)

· 3+ authors:  use “et al.” (Campbell et al. published a cloning experiment...”)

2) Use Name & Title:

* The most efficient documentation is to give attribution as part of your sentence:  “In Clone, Kolata raises an important question:  ‘How much potential for evil can we tolerate to obtain something that might be good?’ (5)”

· here are the magazine in which the article appeared, the author’s last name who wrote that article, and the page number on which the article appears.

· here, there is no confusion about who said what, whose idea is whose

· especially if one author, multiple works (see p.569 on Works Cited page)

3) Use Shortened Titles:

· you do not want your in-text references detracting from your essay--so keep them short

· shorten titles of articles, magazines, or works (“Little Lamb, Who Made Thee?” is shortened to “Little Lamb” in the parenthetical citation)

4) Use Page Numbers:

· again, no abbreviations for the word “page” & no word “page” needed (Smith 89)

· for multiple pages, do not repeat hundred or thousand indicators (17-19, 289-93, 1529-31) but (999-1002, 2997-3001)

· for Electronic Sources (Web site, database):  

· tell us that it’s an e-source:  “In her Web or Internet or online article, Smyth claims…”
· page number only if it appears on-screen, 
· “Subheading” (caps & quotes), 
· or paragraph number (par.6) 
· – if none of those 3, (online). 
__________________________________________________________________________________________
V. BIBLIOGRAPHY:
1) Authors’ Names:
· use the full name (first name, middle initial or name) as it appears on the title page 
· don’t get lazy & use only the card catalog; consult the book
· some exceptions= JRR Tolkien (Jonathan Ronald Reuel), JK Rowling (Joanne Kathleen)
2) Titles:

· use the full, unabridged title (including subtitles) as it appears on title page (article: “Senior Learners:  Motivations and Composition Strategies for Teaching Students 55+.”)

· *articles & prepositions are NOT capitalized in titles (unless, of course, they are the first word)

3) Place of Publication:

· use the first listed city of publication (if several), no abbreviations (no “NYC”)
· no state names, unless...

· if unfamiliar or ambiguous city, include the postal abbreviation of state or province (London, Ontario) 

4) Shorten Publisher’s Name:

· drop “company,” “co.,” or “inc.” from name

· only the first name if formed with 2+ names (Harcourt Brace = just Harcourt)

· use UP for “university press” (Oxford UP)

· spell out most professional organizations (National Council of Teachers of English, not NCTE)

5) Months:

· as above, abbreviate when you can
· abbreviate all months except may, June, and July
6) Copyright Date:
· use latest date & edition (no “1st ed.”)

· (Trey, Shaniqua.  The Prentice Hall Writing Guide.  5th ed. Upper Saddle River, NJ: Prentice, 2000.)

7) “Works Cited” page: 

· Works Consulted page = all works read for the project, not necessarily used

· Works Cited page = only those works actually cited in the essay

· “Works Cited”:  

· centered

· no boldface, underline, quotation marks, ALL CAPS

· alphabetical order (not numbered)

· reverse indentation

· underline vs. italics:  

· underline instead of italics

· underline:  books, magazines, journals, databases, Web sites, movies, TV shows

· underline vs. quotation marks:

· LONG   = 
underline

· SHORT = quotation marks

