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RESEARCH TIPS (Chapter 14)

WRITING PROCESS:
1. Planning:
· Purpose Statement
· Reader Analysis
· RESEARCH (information collection)
· Outline 

2. Drafting 

3. Revising
______________________________________________________________________________
Preliminary Research Questions:
· What questions need to be answered by this research?

· THESIS QUESTION

· What sources (print, electronic, multimedia) would be most useful?

· Directories of periodicals, newsletters, newspapers, e-journals, organizations

· Journal or Newspaper articles

· indexes, abstracts, databases

· Bibliographies and Literature Reviews

· Government documents

· Web sites

· Questionnaires

· Interviews

· What is the nature of the needed information:  
· Scholarly or popular?  
· Current or historical?

· What are the best strategies and research tools?

· Who is an expert in this matter with whom you can talk?

· What are the best criteria for critically evaluating information for:

· Reliability

· Accuracy

· Timeliness

· Point-of-view

· Bias?

· What citation format must be used:  
· MLA

· APA
· Chicago
· other?

· What copyright permissions are necessary?

· Which Research Locations:

· Public library (perhaps too general)

· Corporate library (perhaps too limited, biased)
· School library
· Internet

______________________________________________________________________________

I. ONLINE CATALOGS:
· search by:

· author

· title

· subject

· keyword

· advanced search techniques:

· Boolean:  

· AND, OR, NOT (see p.524)

· Positional operators

· location of each term in the record (within X amount of words)

· Truncation:

· * (allows for spelling variants or plurals)

CRITERIA for CHOOSING SOURCES:
· author’s credentials:

· academic qualifications

· publisher’s reputation

· work’s scope and content

· information’s fit into your purpose

· information’s timeliness

______________________________________________________________________________
II. LIBRARY RESOURCES:
A. BOOKS:
· well-supported data

· tested information

· (-) dated information

B. PERIODICALS:
· popular or scholarly

· professional journals

· peer-edited or peer-reviewed

· scholarly

· search for with electronic databases indexes, abstracts

· electronic databases

· subject, keyword

· Boolean, positional operators, truncation

· peer-reviewed, full-text 

· (-) dated information

C. NEWSPAPERS:

· most current information 

· insight, facts, opinions

· contemporary issues

· (-) not tested, reviewed

D. COMPANY DIRECTORIES:

· detailed information regarding a specific firm

· company directory OR company Web site

· (-) biased, limited

E. REFERENCE BOOKS:

· specialized dictionaries

· encyclopedias (hard copy or online)

· handbooks

· scholarly

· technical expertise

· references

______________________________________________________________________________
III. WEB SEARCHES:
A. CHALLENGES of WEB SEARCHES:

· abundance of Web sources:  World Wide Web
· mutability of Web sources:  added, altered, moved, removed

· weaknesses of search engines

· lack of regulation of Web sources:  untrustworthiness (fact vs. fiction)

· lack of central index for Web sources

· time-consuming aspect of Web searches

· distractions of Web searches

B. WEB RESOURCES:

· directories of people, businesses, organizations

· catalogs of advertising, marketing, products

· government documents

· periodicals, newspaper, magazines

· books

· conference proceedings and reports

· reference tools (indexes, dictionaries, guides)

· “subscription only” information resources

C. CRITERIA for CHOOSING SOURCES:
	CHOOSE
	AVOID

	· author’s credentials:

· academic qualifications

· publisher’s reputation

· work’s scope and content

· information’s fit into your purpose

· information’s timeliness
	· obscure authorship

· out-of-date information

· subtle or obvious bias

· poor-quality links

· lack of references, bibliography

· flawed style and design


D. URL “suffixes”:
· URL:

· “uniform resource locator”

· clues to authorship, country of origin, domain, type of organization

· .com = commercial organization (for profit)

· .edu = educational institution

· .gov = government (non-military) organization

· .mil = military (US) organization

· .int = international non-profit organization

· .net = networking organization

· .org = non-profit organization

· .ca = Canada as country of origin

· .uk = United Kingdom as country of origin

E. TYPES of WEB SEARCH TOOLS:
(1) SEARCH ENGINES:
· advanced search features

· human-less:

· use “robots” or “spiders” 

· programs to build databases

· fierce competition breeds invention, improvement

· include “intelligent agents” that provide suggestions and alternate lines of inquiry

· search engine ratings:

· http://searchenginewatch.com
· search by:

· keyword

· subject

· site

· URL:

· from a suggestion, book, journal, television, radio, other marketing
(2) SUBJECT DIRECTORIES:
· different from a “keyword search engine” 

· BUT both add features of the other

· SO distinctions are becoming blurred

· classify Web sites into categories

· do not attempt to be a definitive index of the Web

· but do attempt to capture a segment of the Web

· human:

· compiled by people

· who have reviewed and indexed sites

· however, “robots” are still used to retrieve potential additions
(3) SUBJECT GUIDES:
· most efficient route to high-quality information

· ETHOS:

· reliability of reviewer

· authority of reviewer

· scope of information

· criteria for its inclusion

· timeliness of list and information

· compiled by 

· librarians

· scholars in the field

· experts of the subject

· associated with professional organizations or government agencies

______________________________________________________________________________
IV. QUESTIONNAIRES and INTERVIEWS:
A. QUESTIONNAIRES
(1) Preparation:
· Write a concise and precise PURPOSE STATEMENT

· 1 sentence

· makes for a good lead-in for the accompanying Cover Letter

· “The purpose of this survey is to ….”

· Limit the number of questions

· keep focus

· each question should be related to your purpose

· nothing irrelevant or tangential

· Ask mostly OBJECTIVE questions

· easy-to-answer questions

· easy-to-analyze questions

· either-or questions

· multiple choice

· graded scale (from “strongly agree” to “strongly disagree”)

· short-answer (lists)

· optional 1-2 open-ended questions at the end
· Provide clear, easy-to-answer questions:  avoid such problems as:
· biased questions with loaded language

· undefined technical terms

· 2 questions in one

· questions that require “homework”

· Include precise and concise directions at the TOP of the form

· how to answer the questions (multiple question types)

· how and when to return the form

· Enclose a stamped and addressed envelope.

· Apply principles of “document design”:

· white space techniques

· attractive to the eye

· “Test-drive” the questionnaire.

· marketing colleague 

· corporate manager in the field

(2) Conducting the Questionnaire Project:
· Choose an appropriate audience
· audience = purpose

· expert in the field

· random sample

· equal sample

· expect @ 25% rate of return

· 3200 subject pool – 800 questionnaires – 200 returned forms (25%)

· Introduce the questionnaire with a clear, concise Cover Letter:
· strong Purpose Statement

· 10-15 seconds to persuade reader to complete the enclosed form

· Opening Paragraph:

· identify yourself

· purpose of the questionnaire

· why reader was selected

· Middle Paragraph:

· stress the importance of the project

· suggest possible benefits for the reader

· Closing Paragraph:

· include directions on return

· encourage a quick response

· Enclose a stamped, addressed envelope.

(3) Reporting the Results:

· report to your boss

· Abstract and Conclusion make the report “self-contained”

· future readers will easily understand its significance and procedures

· Body contains

· details of procedures 

· results

· suggested

· not declared

· allow the boss in on the decision-making process

· graphs and other graphics to present statistical information

· Appendices include

· sample questionnaire form

· list of respondents

· your schedule
· extensive tabulated data

· other supporting information

B. INTERVIEWS
(1) Preparation:
· Write a list of specific Objectives
· exactly what you want/need to accomplish from this interview

· your goals, interview’s purpose (“purpose statement”)

· uniqueness of the interviewee’s contribution

· general content
· approximate duration

· Make clear your objectives to the interviewee

· see above objectives
· Prepare an “Interview Outline”:
· sequential list of topics & subtopics

· specific questions

· Control the interview:

· arrive early for the interview

· stay on track 

· stick to your outline

· watch the time

· bring interview back on track with another question

· end on time

· “test drive” your interview alone or with colleague

(2) Conducting the Interview:

· Control the interview
· Ask mostly “open questions”:

· more than yes/no questions

· open-ended, short-answer questions

· give interviewee opportunities to clarify opinions and facts

· When you need to “nail down an answer”:

· ask direct, “closed” questions

· yes, no, perhaps

· Periodically summarize:

· clarify or summarize the interviewee’s points

· “So, in other words, you’re saying that….”

· s/he can then correct or clarify her/his position or answers

(3) Recording the Results:

· tape record (cell phone, mp3 player)

· number references

· one page with the questions

· other pages with your notes, referenced by number

· question-and-answer page
· 2 questions per page

· space for answer/notes

· looks like a short-answer exam

· split page

· split page length-wise

· questions on the left

· answers on the right

______________________________________________________________________________
V. AVOIDING PLAGIARISM:
· cite:

· all borrowed information:  words or ideas

· direct quotations

· paraphrases 

· summaries

· do not cite:

· “common knowledge”

· that which is easily found in basic sources

· definitions, dates

· WHEN IN DOUBT, CITE!!!!!
· ETHICAL obligation

· clear distinction (for the reader) where your ideas end and another’s ideas begin

· LEGAL obligation

· give credit where credit is due

· copyright laws

· COURTESY

· allow readers the opportunity to seek further information, clarity, or context regarding your information

· references for further research

RESEARCH PROCESS:
(1) Complete Bibliography Cards
· 3x5” cards
· “working bibliography”

· ALL bibliographic data for each source

· exact wording of titles and publication information

· include the articles (a, an, the)

· pay attention to capitalization and punctuation

· do not abbreviate words

· e-sources:
· name of the database

· date retrieved

· complete URL

· “usefulness statement”
· at the bottom

· possible fragment

· “contains excellent chapter on …” or “mentions the XFG phenomenon”

· follow the Documentation System

· in terms of capitalization, punctuation, indentation

· even on these cards (practice)

(2) Develop a Rough Outline
· not used in your first draft
· a list of topics in the appropriate sequence they will appear in the paper

(3) Take Careful Notes on Large Note Cards
· 3 types of note cards:
· Summary cards:

· your words

· condense much into few

· reduce borrowed information into a few sentences

· from sections or chapters

· summarize the section in your own words (w/o looking at the source)

· if you quote a passage, use “quotation marks” and page number
· Paraphrase cards:

· rephrase instead of condense

· rephrase a passage in your own words (w/o looking at the source)
· do not duplicate exact phrasing or sentence structure

· totally digest the information and put it into your own words

· if a passage is “perfectly phrased,” then directly quote it (p.#)

· Quotation cards:
· if a passage is “perfectly phrased,” then directly quote it (p.#)

· quote directly, exactly, accurately

· even if passage contains errors in spelling or punctuation

· write [sic] after the error (in brackets)

· if you edit out sections or words, use ellipses […] in brackets
(4) Organize research in an Outline
· organize your note cards to correspond to the outline
· place on the note cards

· the topic (as it appears on the outline)

· the number of the topic (as it appears on the outline)

· then sequence your cards to follow the order in the essay/draft

(5) Write a Draft from the outline and note cards
· incorporate borrowed information into your own ideas

· transition between your ideas and that of your sources
· lead-in expressions

· cite after every sentence of borrowed information

______________________________________________________________________________

VI. DOCUMENTATION SYSTEMS:
· *constant evolution of electronic sources
· new sources
· playing “catch-up”
· MLA:
· Modern Language Association
· humanities
· APA:

· American Psychological Association

· CBE:

· Council of Biology Editors

· Chicago:

· University of Chicago Press

· Wisconsin:

· University of Wisconsin’s Writing Center

Similarities:

· MLA, APA, CBE

· in-text parenthetical citations 

· APA, CBE:  
author’s last name + publication year

· MLA:  

author’s last name + page number

· author's name can be used in lead-in expressions

· reference or works cited (consulted) page

· arranged alphabetically

· CBE alternate style (“citation-sequence system”):  numbered parenthetical citation matches with a numerically arranged reference page

Related Web sites:

· http://owl.english.purdue.edu
· http://www.apastyle.org
· http://www.councilscienceeditors.org/publications/style.cfm
· http://www.chicagomanualofstyle.org/tools.html
· http://www.wisc.edu/writing/Handbook
· http://depts.luzerne.edu/library 
______________________________________________________________________________

VII. RESEARCH ABSTRACTS:
· abstract = summary of a research source

· accurately reflect the tone & content of the original source document

· to get an overview of the field

· to help decide whether or not source should be read

TYPES of ABSTRACTS:
(1) informational abstracts:
· format:  

· main points 
· with supporting details

· findings, conclusions, recommendations

· purpose:  

· to give readers enough information to grasp the source’s – 

· main findings, conclusions, recommendations

· length:

· 1-3 paragraphs

· longer than descriptive abstracts

· some details

· example:
· notes that source contains guidelines

· AND actually lists those guidelines

(2) descriptive abstracts:

· format:
· gives only main points

· no supporting details

· no findings, conclusions, recommendations

· purpose:

· to help readers decide if they should read the original source document

· length:

· no more than one paragraph

· see lack of detail

· example:

· notes that source contains guidelines

· BUT does not actually list those guidelines

GUIDELINES for WRITING ABSTRACTS:
(1) highlight main points
· find the Purpose Statement in the opening paragraphs

· skim, getting gist of organization

· read again, underlining main points, noting in the margins

· main ideas are often suggested in

· headings

· listings

· graphics

· beginning and ending sections

(2) sketch an outline
· from the marginalia and underlines

· main points in order of appearance

· at least 2 sub-sections under each main idea

· Roman numeral, with capital A, B

(3) begin with a short Purpose Statement
· a concise overview sentence

· of the document’s main purpose

· author + article title + action verb 

· asserts, claims, states

· no “says” (written)

· present tense

· In “Article Title,” Jane Smyth claims abstracts must begin with a short purpose statement.
· According to Jane Smyth in “Article Title,” abstracts must begin with a short purpose statement.
(4) maintain a fluid style
· write complete sentences (no fragments)

· do not omit the articles (a, an, the)

· follow the original document’s natural and logical flow 

(5) avoid technical terms readers may not know
· avoid if possible

· if not, include a brief definition

(6) include a bibliographic citation

· follow a specific documentation system

______________________________________________________________________________

ASSIGNMENTS
1) INTERVIEW someone in your field.

· You must a clear purpose, objective, or task in mind.

2) Informational ABSTRACT of articles on field-specific topic

· perhaps related to JOB PORTFOLIO

· for an non-technical audience

3) RESEARCH PAPER on your field

· #2, 4, 8 (p.#560:  research paper, abstract, interview)

· with Interviews

· with Abstracts

· with Note Cards

· history of field/major
· jobs for the major

· future of field (5, 10, 15 years –change in responsibilities? Pay?)
· professional organizations for major/field

· salary

