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Glossary of Research Terms

Plagiarism: You have all signed the Averill Park High School’s English Department policy on Plagiarism and will be held accountable to it.  Plagiarism is using someone else’s words or ideas and presenting them as your own.  

Bibliography: the list of sources you use to develop the thesis of your paper.

Working bibliography: the list of sources not only that you cite for your essay, but also that you researched for general background information and for information that you do not use in the final draft of your essay. 

Work cited: another term for the bibliography; this list includes only the sources in your essay.

Parenthetical documentation: a method of internally documenting sources within a research paper that has replaced footnotes and endnotes.
Direct quotation: inserting word for word into the research paper a quotation or selection from a source; direct quotations must be enclosed in quotation marks and must be parenthetically documented.

Indirect quotation: material from a source that is paraphrased or summarized in your own words.  Indirect quotations are not put within quotation marks, but they must be documented as carefully as direct quotations.

Primary research: the investigation of a topic through your firsthand observation, such as interviews, surveys, experiments, etc.

Secondary research: using materials from studies that others have made on your topic, traditionally books, magazine articles, the internet, etc. The successful research paper usually includes a combination of both primary and secondary research.  

Bibliography card: an index card that contains all the information you will need to construct the entry of that source on your bibliography page.  You number your bibliography cards to use as a code for your note cards. (See example on page 11.)

Note card: an index card like the bibliography card that contains the source number from the bibliography card, the slug, the researched information, and the page number on which the information is found. (See example on page 11.)
Slug: a word or phrase on your note card that indicates the area of your topic that the information on the card concerns. 
SAMPLE BIBLIOGRAPHY ENTRIES
Page numbers in parentheses are references to the MLA Handbook for Writers of Research Papers Sixth Edition.  Refer to the handbook or to the MLA website (“MLA Style” at www.MLA.org) for further information.

1. A Book by One Author (147)

Author’s last name, First Name. Title of Book. Where published: Publisher, copyright.

Example: Berlage, Gai Ingham. Women in Baseball: The Forgotten History. Westport:

                Greenwood, 1994. 

2. A Book by Two or More Authors (154)

The format is generally the same as a book by one author.  However, to cite a book by multiple authors, give their names in the same order as on the title page – not necessarily in alphabetical order. Reverse only the name of the first author, add a comma, and give the other name or names in normal form. 

Example: Marquart, James W., Sheldon Ekland Olson, and Jonathan R. Sorensen. The Rope, the Chair, and the Needle: Capital Punishment in Texas, 1923-1990. Austin: U of Texas P, 1994.

3. An Anthology or Compilation (152)

Editor’s last name, First Name, ed.(stands for editor) Title of Book. Where Published: Publisher, copyright.

Example: Weisser, Susan Ostrov, ed. Women and Romance: A Reader. New York: New York UP, 2001.

4. A Book by a Corporate Author (157)

Corporation. Title of Book. Ed. Editor’s First name and Last name. Where Published: Publisher, copyright. 

Examples: American Medical Association. The American Medical Association Encyclopedia of Medicine. Ed. 
   Charles B. Clayman. New York: Ramdom, 1989.

Public Agenda Foundation. The Health Care Crisis: Containing Costs, Expanding Coverage. New York: McGraw, 1992.

5. A Work in an Anthology or Compilation (158) 

Author Last name, First name. “Title of Work in Anthology”. Title of Anthology. Ed. Name of Editor. Where Published: Publisher, copyright. Page numbers.

Example: More, Hannah. “The Black Slave Trade: A Poem.” British Women Poets of the Romantic Era. Ed. Paula R. Feldman. Baltimore: Johns Hopkins UP, 1997. 472-82.

5a. A Work in an Anthology or Compilation that has been published before (159)

Author Last name, First name. “Title of Work in Anthology”. From (Original Publication Information goes here). Rtp.in (stands for reprinted in) Title of Anthology. Name of Anthology Editor(s), Ed. Anthology edition. Where Published: Publisher, copyright. Page numbers.

Example: O’Toole, John. “The Trouble with Advertising.” From The Trouble with Advertising. Broom Hall, PA: Chelsea House. Rpt. In Taking Sides: Clashing Views on Controversial Issues in Business Ethics and Society. Lisa H. Newman and Maureen M. Ford, ed. 4th edition. Guildford, CT: Dushkin, 1996. 234-43.

6. An Edition (163)- a book not prepared for publication by its author

Author Last name, First name. Title of Book. Ed. Editor First and Last name. Where Published: Publisher, copyright. 

Example: Austen, Jane. Sense and Sensibility. Ed. Claudia Johnson. New York: Norton, 2001. 
7. A Multivolume Work (167)

Editor’s last name, First Name. Title of Book. # of volume you used. Where published: Publisher, copyright.
Example: Smelser, Ronald M. Learning about the Holocaust: A Student’s Guide. Vol. 2. New York: Macmillan, 2001.

8. Reference Book: such as an Encyclopedia or Dictionary (signed or unsigned entry) (160)

Author’s last name, First Name (if applicable). “Title of Entry.” Title of Book. # of edition ed. Copyright. 

Examples: Mohanty, Jitendra M. “Indian Philosophy.” The New Encyclopedia Britannica: Macropaedia. 15th ed. 

           1987.

“Azimuthal Equidistant Projection.” Merriam-Webster’s Collegiate Dictionary. 10th ed. 1993.

9. A Book in a Series (170)

Author (editor)’s last name, First Name. Title of Book. Title of the Series and number in series.  Where published: 
Publisher, copyright.
Example: Mitchell-Boyask, Robin, ed. Approaches to Teaching the Dramas of Euripides. Approaches to 

Teaching World Lit. 73. New York: MLA, 2002.
10. Newspaper: signed or unsigned article (186)

Author’s last name (if applicable), First name. “Title of Article”.  Title of Publication Day Month Year of publication, edition., section page #  (+ if multiple pages).

Examples: Jeromack, Paul. “This Once, a David of the Art World Does Goliath a Favor.” New York Times 13 July 

    2002, New England ed.: A13+.

“Counselors Help Careers Stay on Track.” Albany Times Union 24 Mar. 2002, early ed.: C1.

11. Magazine: a signed or unsigned article (187)

Author’s last name (if applicable), First name. “Title of Article”.  Title of Publication Day Month Year of publication: page numbers.

Examples: Fallows, James. “The Early-Decision Racket.” Atlantic Monthly Sept. 2001:37-52. 

“It Barks! It Kicks! It Scores!” Newsweek 30 July 2001: 12.

12. An Editorial (190) 

Author’s last name (if applicable), First name. “Title of Editorial.” Editorial  Title of Publication Day Month Year of publication: page numbers.

Examples: “Death of a Writer.” Editorial. New York Times 20 Apr. 1994, late ed.: A18.

Gergen, David. “A Question of Values.” Editorial. US News and World Report 11 Feb. 2002: 72. 

13. Electronic Publications (207-232)

A. Professional or Personal Site

Author’s Last Name, First name. “Article Title”. Page Title. Last updated (or copyright). Organization sponsoring site (if available). Day, month year you accessed page <URL>.
Examples: “Oskar Schindler: An Unlikely Hero.” USHMM.org. United States Holocaust Memorial Museum.11 

February 2008 <http://www.ushmm.org/museum/exhibit/focus/schindler/>.

        Dawe, James. Jane Austen page. 21 Aug. 2004. <http://nyquisl.ee.ualberta.ca/~dawe/austen.html>.

B. Book

Author’s name (if given). Title of the work. Name of editor, compiler or translator of the book. Publication information for the original print version. Electronic publication information. Date of access and URL for the book.

Example: Austen, Jane. Pride and Prejudice. Ed. Henry Churchyard. 1996. Jane Austen Information Page. 

6 Sept. 2002 <http://www.pemberley.com/janeinfo/pridprej.html>.

C. An Article in an Online Periodical

Author’s name (if given). “Article Title”. Name of periodical. Volume number, issue number, or other identifying number. Date of Publication. The number range or total number of pages, paragraphs or sections, if they are numbered. Date of access. <URL>.
Example: Achenbach, Joel. “America’s River.” Washington Post 5 May 2002.20 May 2002 

<http://www.washingtonpost.com/wp-dyn/articles/A13425-2202May1.html>.
    D. Article in a reference database

Author’s Name (if given). Title of the publication. Name of the editor (if relevant). Publication medium (CD-ROM, Diskette, or Magnetic tape). Edition, release or version (if relevant). Place of publication: Name of publisher, Date of publication. 
Example: Afro-Louisiana History and Genealogy, 1699-1860. Ed. Gwendolyn Midlo Hall. CD-ROM. Baton 

Rouge: Louisiana State UP, 2000.

    E. E-Mail Communication

Author’s Name. “Subject.” E-Mail to recipient’s name. Day, Month, Year.
Example: Boyle, Anthony T. “Re: Utopia.” E-mail to Daniel J. Cahill. 21 June 2008.
    F. Chat Rooms

Note: The MLA Handbook clearly states that although online chat rooms and discussion lists can be useful for informally sharing ideas, they are rarely deemed acceptable resources for scholarly research papers. 
       G. Other Sources

When confronted by a unique situation in documenting internet resources, remember to identify the source of the material, including author, title, and website, if available; the date accessed; and the URL or internet address.

14. Television and Radio (194) 

“Title of Episode.” Narrator (if any). Title of Program. Title of series (if any). Name of network. Call letters and city of local station (if any). Broadcast date. 

Examples: “Death and Society.” Narr. Joanne Siberner. Weekend Edition Sunday. Natl. Public Radio. WMUR, 

          Albany. 25 Jan. 1998.

“Yes…but Is It Art?” Narr. Morley Safer. Sixty Minutes. CBS. WCBS, New York. 19 Sept. 1993. 
15. Films and Video Recordings (198)

Title of Film. Director. [Writer. Performers. Producer – as needed]. Distributor, year of release. 

Example: Mario Puzo's The Godfather. Dir. Francis Ford Coppola. Perf. Marlon Brando, Al Pacino, James Caan, 

and Diane Keaton. Paramount Pictures, 1972.

If video cassette or DVD include medium and release date. 

Example: Mario Puzo's The Godfather. Dir. Francis Ford Coppola. Perf. Marlon Brando, Al Pacino, James Caan, 

and Diane Keaton. 1972. DVD. Paramount., 2001.

16. Sound Recordings (196) 

Which person is cited first (e.g. the composer, artist, or conductor) depends upon the desired emphasis. If you are citing a specific song as opposed to an album, put its title in quotation marks.

Examples: Bartoli, Cecilia. Dreams and Fables. London, 2001.

Burnett, Frances Hodgson. The Secret Garden. 1911. Read by Helena Bonham Carter. Audiocassette. Penguin- 

High Bridge, 1993.

        Martin, Ricky. “The Cup of Life.” Ricky Martin. Columbia, 1999.

17. Interviews (202)
Last name of interviewee, First name. Type of interview. Date.

Examples: Jones, Patricia. On-line interview. 14 Mar. 2005.

Breslin, Jimmy. Interview with Neal Conan. Talk of the Nation. Natl. Public Radio. WAMC. 26. Mar. 2002.

Smith, John. Telephone interview. 25 Feb 2008. 

18. Class Notes/lectures (204)

Teacher last name, First name. “Title of lecture,” Name of class. Where given. Day, month, year. 

Example: Pannhorst, Caroline. “Connecting Literature to History,” English 10R lecture. Averill Park High School, 

Averill Park, NY. 13 March 2006. 

19. Cross-references (162)
If you are using two or more works from the same collection, then you do not have to repeat the full entry for each source.  List the collection itself as you normally would; then cross-reference the individual sources to that entry.

Cross-References from two collections in the order they would appear in the bibliography: 

Anderson, Maxwell. Anne of the Thousand Days. Gassner 547-91.

Barbour, Scott, and Daren L. Swisher, ed. Violence: Opposing Viewpoints. San Diego: Greenhaven, 1996.

Bidden, Joseph R.,Jr. “Anti-Crime Measures Will Reduce Violence.” From “Combating Violence in America.” 

Speech to Delaware Rotary Club. 16 Dec. 1993. Barbour and Swisher 243-250.

       
Gassner, John, ed. Best American Plays: Third Series – 1945-1951. New York: Crown, 1952.

      
 Miller, Authur. Death of a Salesman. Gassner 1-48.

       
O’Toole, John. “The Trouble with Advertising.” From The Trouble with Advertising. John O’Toole. Broomhall, PA: 

Chelsea House. Barbour and Swisher 234-243.

       
Williams, Tennessee. A Street Car Named Desire. Gassner 49-93.
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“Snowy Owl.” Arctic Studies Center. 2002. Natl. Museum of Natural History of the Smithsonian 
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“Snowy Owl.” Hinterland Who’s Who. 15 May 2002. Canadian Wildlife Service. 8 Aug. 2002 
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PLEASE NOTE THAT THE ENTRIES IN THE BIBLIOGRAPHY ARE NOT NUMBERED!
RULES FOR PREPARING A BIBILOGRPAHY

1. The bibliography appears on a separate, numbered page at the end of your essay, before any appendices.

2. The entries on the bibliography are not numbered. 

3. The entries are listed alphabetically according to the last name of the authors.

4. If there is no author, the first word in the title is used, excluding the articles a, an, and the.  Refer to the sample bibliography on page 6. 

5. When the entry takes more than one line, the second line must be indented a half inch or 5 spaces. Use the hanging indent function in your computer. 

6. When a source has multiple authors, only the first author’s name is listed with the last name first; see the example in number 2 on page 2. 

7. When one author has more than one work listed in the bibliography, replace the author’s name with three dashes followed by a period for the entries after the first one.  Refer to the entries for Arthur Miller in the Sample Bibliography on page 6. 

RULES FOR PREPARING AN OUTLINE

1. Each entry in the outline indicates a section of the essay.

2. The Roman numerals are main divisions of the topic; the alternating letters and Arabic numerals are subdivisions of the category above.  

3. Because no topic can be divided into fewer than two parts, it is impossible to have a I without a II or an A without a B and so on. 

4. Unless the label contains parentheses, it is followed by a period and two spaces: 

I. Persona privacy
A. Definition

1. Is an implied Constitutional right

     5.   The labels with parentheses are not followed by a period, just two spaces:


(1) Strict Scrutiny Test
(a) Personal 

     6.    An outline never uses a single parenthesis followed by a period: 1).

     7.   The first word in an entry is always capitalized; other words are capitalized only if 

they are proper nouns. 

8. A period does not follow the entry in a topic outline because it is not a complete 

      thought. 


9.   The main entries (Roman numerals) of a topic outline and the entries within any particular subdivision must be parallel in structure. 

SAMPLE TOPIC OUTLINE
Privacy Rights on the Internet

Introduction – More laws are needed to protect personal privacy rights on the Internet.

I. Personal Privacy

A. Definition

B. History

1. Is an implied Constitutional right

2. Exists from precedent cases

a. Roe v. Wade

(1) Strict Scrutiny Test

(2) Fundamental rights

(a) Personal 

(b) Universal

b. Griswold v. Connecticut

c. Planned Parenthood v. Casey

II. Privacy invasions on the Internet
A. Corporation

B. Third part interception

1. Statistics

2. Evidence

C. Government invasion of privacy

1. Statistics
2. Government agencies

a. National Security Agency

(1) Most powerful agency

(2) Clipper Chip

b. Department of Motor Vehicles

c. Internal Revenue Service

d. Social Security Administration

D. Medical information

E. “Cookies”

1. Reveal information

2. Disable ability

III. Internet privacy laws

A. Efforts

1. Telecommunications Act of 1996

2. Children’s Online Privacy Protection Act

3. European example

B. Needs

1. Demands

a. By parents

b. By schools

2. Goals

a. New software 

b. Commerce Department

Conclusion –More laws should be enacted to protect privacy on the Internet. 
PARENTHETICAL DOCUMENTATION
The bibliography lists the works you have used to write your paper.  However, you must also indicate the specific locations within those works of the material you quote, paraphrase, or summarize.  The MLA clearly dictates two important guidelines in determining what needs to be included in the parentheses:

1. The parenthetical notation must clearly indicate the specific source in the bibliography.

2. The actual location of the material within that source must be identified as clearly as possible. 

The following examples cite materials from sources in the sample bibliography.

1. Citing an entire work

If you make reference to an entire work in your essay, it is usually better to include the author’s name in the text rather than in a parenthetical reference. 

Berlage’s history of women’s contribution to baseball is the most comprehensive study of this topic. 

2. Citing part of a source
For a direct quote the author’s last name and the page number should appear in parentheses between the end quote and the period. 

“On April 29, 1945, Dachau was liberated by the Seventh Army of the United States armed forces. Forty former members of the camp’s SS staff were tried by an American court at Dachau between November 15 and December14, 1945” (Smelser 147).

For an indirect quote the author’s last name and the page number should appear in parentheses before the period. 

American soldiers liberated Dachau in April of 1945.  At the conclusion of that year, the United States established a court to prosecute the former SS members of the camp (Smelser 147).

3. Citing a source without an author or editor

When no author or editor is listed, the first word in the bibliographical citation should be in parentheses after the quote. 

“School counselors help students learn about career and education choices” (“Counselors” C1).

4. Citing different sources that begin with the same word or name.  

If you have multiple sources that begin with the same word or author’s last name, but are different sources, continue writing the source until a unique word is used.  A comma should separate the identical words from the identifying word. 

In winter the snowy owl feeds primarily on small rodents (“Snowy Owl,” Hinterland), but in spring it also feeds on the eggs of much larger waterfowl, such as geese and swans (“Snowy Owl,” Artic).
PREPARING THE FINAL DRAFT
A. Components

You should be prepared to submit all prewriting work, bibliography cards, note cards, preliminary drafts, and associated materials with the final draft.  The final draft of the essay must include the title page, outline (no cross outs and revised), body of the essay and bibliography (no cross outs and revised) in that order.  Insert any charts, diagrams, or pictures as close a possible to the text as they illustrate or include in the appendix after the bibliography.

B. Format

Leave one-inch margins on all four sides of the paper.  However, leave a two-inch margin at the top of the first page of the actual essay.  Indent the first word of each paragraph five spaces from the left margin; set off quotes ten spaces from the left and right margins.  Do not leave extra lines between paragraphs.  Use a traditional 12 point font such as Helvetica, Times New Roman or Geneva; do not use script, italic, or bold font except where required.  Double-space everything in the essay, including the bibliography page.  Number the pages consecutively, starting on the first page of the body of the essay; place numbers in the upper right hand corner and do not place a p. before the page number.   

C. Title Page

The title page of the essay should be centered in the middle of the page.  Never underline your own title or place it in quotation marks.  However, if another title appears in your own title, it must be punctuated.  Main words should be capitalized as necessary, but you should never type the title in all capitals.  In the lower right hand corner of the title page, maintaining one-inch margins, place your name, the course name and block, your teacher’s name and date of submission. 


D. Ellipsis

The ellipsis is used when you omit part of a quotation.  It indicates what is quoted in the paper does not completely reproduce the original quotation.  The ellipsis consists of three spaced periods (. . . ) inserted where the omission has occurred.  In the middle of the quotation the ellipsis is preceded and followed by a space: “A library visit can also reveal . . . whether the pertinent source materials are readily available.” At the end of a quotation it is punctuated as follows: “A library visit can also reveal whether enough serious work has been done on the subject . . . .”

E. Presentation

The final draft should be neat and correct.  There should be no cross-outs.  Resist the temptation to submit the final draft in a flashy plastic folder or some other type of attractive binding.  Simply staple the components together in the upper left-hand corner and submit. 
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“On April 29, 1945, Dachau was liberated by the Seventh Army of the United States armed forces. Forty former members of the camp’s SS staff were tried by an American court at Dachau between November 15 and December14, 1945.”
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American soldiers liberated Dachau in April of 1945.  At the conclusion of that year, the United States established a court to prosecute the former SS members of the camp. 
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