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Part 1: General Content 
I. Minimum Requirements

a. 60 Pages double-spaced, including table of contents (TOC) and bibliography, but excluding Appendices. Times New Roman 12 pt. font, 1-inch margins and page numbers.
b. A “work paper” file containing photocopies of source documents. 
c. Five copies (One with color if appropriate) submitted to SHP chair on-time.

II. Consistency
a. Focus is on the same industry or part(s) of the industry value chain throughout.

b. Focus is on the same focal company throughout with information tying back to the focal company.

c. Industry analysis/overview, PEST, Porter’s 5 Forces, etc. focus on the industry as a whole (group of competing firms) not the focal firm!!!

d. Comparisons are made consistently or explanations given for variances.

i. Comparing competitors

ii. Comparing industries

iii. Comparing approaches

e. Use of facts, statistics, etc. is consistent throughout.

f. Use of terms is consistent throughout.

g. Thesis statement and introduction support the content of the paper.

III.  Readability
a. The paper tells a story that readers can follow from beginning to end.

b. Sentences are clear and unambiguous.
c. Paper is written in “third person” and active voice rather than passive voice.
d. The reason for the text is clear and the text supports the purpose of the paper.

e. Stray facts are excised/removed.

f. Unnecessary content that doesn’t support the paper’s thesis and purpose is removed; possibly to the appendix.

g. Photos, diagrams, charts and tables (graphics) are used to explain complex concepts, numerical data or other information better explained/supported graphically.
i. Use numbers, titles and captions for graphics and footnote sources.

ii. Single-space tables and don’t let a table run over more than one page.
h. Paragraphs are not exceedingly long.

IV. Structure
a. The structure supports conveyance of the information.

b. Chapters and subchapters build the case.

c. Information is grouped appropriately. 

V. Appearance

a. No extra white space.

b. Color where appropriate

VI. Sources

a. Cited, footnoted and referenced in the bibliography

b. Quoted appropriately
Part 2: Planning
RULE 1: “Don’t reinvent the Wheel!”

RULE 2: Avoid superfluous research as much as possible

RULE 3: Avoid having to return to search for the same information

RULE 4: Footnote as you write

I. Use the draft paper outline to define/drive the information to be collected. 
II. Develop a system for gathering source documents
a. Develop a numbering system to catalog sources as you collect them

b. Develop a work file or two-hole binder for collecting and cataloging your work

c. For hard copy books

i. Photocopy the cover

ii. Photocopy the page with the publisher name and city

iii. Photocopy the copyright page

iv. Photocopy the pages of use to the research, including page numbers

v. Mark text of particular interest in the photocopies 

vi. Staple or bind information from the book together.

d. For hard copy newspapers, journals or magazines

i. Photocopy the magazine/journal cover or newspaper masthead
ii. Photocopy the page with the publisher name and city

iii. Photocopy the pages of use to the research, including page numbers

iv. Mark text of particular interest in the photocopies 

v. Staple or bind information from the source together. 
e. For online/electronic sources
i. Have a flash drive or other storage device available to save all of your research in.
ii. Copy to an MS word document

1. Publication Logo if possible at the top of the page. Sometimes you can right click and COPY IMAGE. You may need to open a new window and go to Google Images and Google “The Moscow Times Logo” for example, and then right click and copy.  

2. Headline of the article or title of the e-book or report.

3. Author

4. Date of publication

5. Text of the article or report

a. If it is particularly long, select (excerpt) only the text you will use.

b. If you save only an excerpt, try to identify the chapter title and/or page number and note it in your document.

6. The URL (web address)

iii. Mark sections of particular interest. With MS Word, you might use FORMAT, BORDERS AND SHADING and SHADING and select a grey shade as in this example.  

iv. Save each document as a separate file.

1. Copy the headline/title to the SAVE AS line and remove any characters (“,:?, etc.) that cannot be used in a filename.
2. Use dashes (-) to separate phrases or names in the filename if necessary.

v. If a document is reference for only one section of the paper, create a separate file for that section.

III. Create a Bibliography page and as soon as you use a reference, create a bibliography entry that you can cut and paste for footnoting as well.

Part 3: Footnotes and quotation/paraphrase:

Footnotes (and endnotes, but Touro requires footnotes) are used in printed documents to explain, comment on, or provide references for text in a document. You might use footnotes for detailed comments and should always use them for citing the source for statements of fact. 

NOTE: If you are making a statement of fact—unless it is commonly understood like “humans breathe air”—you must cite a source and footnote!

For MS Word 2003, Footnotes can be inserted by selecting INSERT, then REFERENCE, then FOOTNOTE. For other versions or software, consult the HELP function.
Paraphrase. To paraphrase is to restate someone else’s word or text. This can be done to summarize an important point, to reduce the amount of direct quoting of a source or to convey the message intended by someone where their exact words are not available to quote.
Footnotes should be used if:

· you quote directly from a work

· you refer to  a work through paraphrase

· You wish to make further comment on a topic but the comment interrupts or otherwise doesn’t fit with the flow of the text.
This leads to the question of when and how you should quote or paraphrase. Generally, you should quote if the actual words of the author are important to the point you are making:

Sample 1:


Extreme defenders of the free market approach often take Adam Smith as their spokesman. They use his concept of the “invisible hand” of the market, whereby productivity and social justice, it is said, emerge from the interaction of parties who are serving their own interests rather than acting on an altruistic basis. The collective selfishness of the “invisible hand” is said by some to be the only mechanism a social polity needs – all else is clutter. Perhaps the best retort to this invocation of Adam Smith was given by Amartya Sen in his 1992 article, “Do Business Ethics Make Sense?”, where he makes the following comment:


To adapt a Shakespearean aphorism, while some men are born small, and some achieve smallness, the unfortunate Adam Smith has had much smallness thrust upon him.

What Sen is saying in this witty phrase is that to see Smith as a defender of completely unregulated markets is utterly wrong and not only distorts Smith’s ideas but trivializes them. In fact, as Sen shows, Smith was all for government regulation in education and defense. So much for Smith as a lynch-pin of the utterly free market.
In this example, to paraphrase Sen’s words would be to lose the sharpness of the attack against the defenders of Adam Smith. The quotation is two and a bit lines long – even in a short essay this is not too long for a quote. In a diploma paper, you might be allowed a quotation up to 5 lines, but not much more. Any more than that, and you should be paraphrasing. Whether you choose a short quote or a paraphrase depends on how important the point is and how much space you have. In a longer essay or paper, where you will be reading many articles, and where Sen is only one of many sources, you would probably just paraphrase him briefly, and not indulge in a quote:

[On a separate subject, note also that quotes of a long sentence or more than one sentence are generally set apart by indenting and italicizing them as in the footnoted quote from A. Sen above.]
Sample 2:

Extreme defenders of the free market approach often take Adam Smith as their spokesman. They use his concept of the “invisible hand” of the market, whereby productivity and social justice, it is said, emerge from the interaction of parties who are serving their own interests rather than acting on an altruistic basis. The collective selfishness of the “invisible hand” is said by some to be the only mechanism a social polity needs – all else is clutter. However, there are several thinkers who take exception to this approach to the relationship between markets and government. Amartya Sen
, for example, is one thinker who starts off by denying that Adam Smith even meant what the free-marketeers think he did. He points out that this reading distorts, and indeed trivializes, Smith’s ideas by ignoring the distinction between the most appropriate way to regulate the exchange of commodities, and the best way to produce public goods like education and national defense. Smith favors the “invisible hand” of the market and the natural selfishness of the tradesman for the former, while advocating altruism and public cooperation for the latter. The point is made in more detail by Freeman, who contends that…..
In this example, you do not have time for the pithy quote, so you paraphrase. (You can imagine other times when the exact words would be necessary: The UK’s foreign minister called immigrants “filthy scum” (not a real example): it just wouldn’t do to write: “The UK’s foreign minister insulted immigrants.” You get the point….).

Regarding the footnotes in Sample 1 and 2: In the former, footnote 1 is a full foot-note (more on the format of this footnote later, and on the bibliography). Footnote 2 means the following: ibid is used when the footnote immediately preceding it contains exactly the same reference, with the only difference being the page number: in this case, there is  no need to write out the full reference again; the abbreviation “ibid” is used, plus the new information, i.e. the page number (NOTE: ibid, p.40 – ibid + comma + p + number of page). There is another footnote convention op. cit. : this is used when two or more footnotes intervene between identical footnotes. For example, footnote 1 is the Sen reference, footnote 2 is the Freeman reference, footnote 3 is some other reference, and then footnote 4 is the same Sen article but with a quote coming further down the same page, or on another page. 

2. Bibliography and exact form of the footnote: Chicago Style.

All you need to know about footnoting and compiling a bibliography can be found in this extract, taken from http://www.chicagomanualofstyle.org/tools_citationguide.html :

Chicago-Style Citation Quick Guide

A. 
Book

One author

Doniger, Wendy, Splitting the Difference (Chicago: University of Chicago Press, 1999), 65. 

Two authors

Cowlishaw, Guy and Dunbar, Robin, Primate Conservation Biology (Chicago: University of Chicago Press, 2000), 104–7. 

Three or more authors

Laumann,, Edward O. et al., The Social Organization of Sexuality: Sexual Practices in the United States (Chicago: University of Chicago Press, 1994), 262. 

Editor, translator, or compiler instead of author

Lattimore, Richmond, trans., The Iliad of Homer (Chicago: University of Chicago Press, 1951), 91–92. 

Editor, translator, or compiler in addition to author

Bonnefoy, Yves, New and Selected Poems, ed. John Naughton and Anthony Rudolf (Chicago: University of Chicago Press, 1995), 22. 

Chapter or other part of a book

Wiese, Andrew, “‘The House I Live In’: Race, Class, and African American Suburban Dreams in the Postwar United States,” in The New Suburban History, ed. Kevin M. Kruse and Thomas J. Sugrue (Chicago: University of Chicago Press, 2006), 101–2. 

Chapter of an edited volume originally published elsewhere (as in primary sources)

Cicero, Quintus Tullius. “Handbook on Canvassing for the Consulship.” In Rome: Late Republic and Principate, edited by Walter Emil Kaegi Jr. and Peter White. Vol. 2 of University of Chicago Readings in Western Civilization, edited by John Boyer and Julius Kirshner, 33–46. Chicago: University of Chicago Press, 1986. Originally published in Evelyn S. Shuckburgh, trans., The Letters of Cicero, vol. 1 (London: George Bell & Sons, 1908). 

Preface, foreword, introduction, or similar part of a book

Rieger, James. Introduction to Frankenstein; or, The Modern Prometheus, by Mary Wollstonecraft Shelley, xi–xxxvii. Chicago: University of Chicago Press, 1982. 

Book published electronically

If a book is available in more than one format, you should cite the version you consulted, but you may also list the other formats, as in the second example below. If an access date is required by your publisher or discipline, include it parenthetically at the end of the citation, as in the first example below. 

Kurland, Philip B., and Ralph Lerner, eds. The Founders’ Constitution. Chicago: University of Chicago Press, 1987. http://press-pubs.uchicago.edu/founders/. Also available in print form and as a CD-ROM. 

B. 
Journal article

Article in a print journal

Smith, John Maynard. “The Origin of Altruism.” Nature 393 (1998): 639–40. 

Article in an online journal [If an access date is required by your publisher or discipline, include it parenthetically at the end of the citation.]

Hlatky, Mark A., Derek Boothroyd, Eric Vittinghoff, Penny Sharp, and Mary A. Whooley. "Quality-of-Life and Depressive Symptoms in Postmenopausal Women after Receiving Hormone Therapy: Results from the Heart and Estrogen/Progestin Replacement Study (HERS) Trial." Journal of the American Medical Association 287, no. 5 (February 6, 2002), http://jama.ama-assn.org/issues/v287n5/rfull/joc10108.html#aainfo. 

C. 
Popular magazine article

Martin, Steve. “Sports-Interview Shocker.” New Yorker, May 6, 2002. 

D. 
Newspaper article

Newspaper articles may be cited in running text (“As William Niederkorn noted in a New York Times article on June 20, 2002, . . . ”) instead of in a note or an in-text citation, and they are commonly omitted from a bibliography or reference list as well. The following examples show the more formal versions of the citations.

Niederkorn, William S. “A Scholar Recants on His ‘Shakespeare’ Discovery.” New York Times, June 20, 2002, Arts section, Midwest edition. 

E. 
Book review

Gorman, James. “Endangered Species.” Review of The Last American Man, by Elizabeth Gilbert. New York Times Book Review, June 2, 2002. 

F. 
Thesis or dissertation

Amundin, M. “Click Repetition Rate Patterns in Communicative Sounds from the Harbour Porpoise, Phocoena phocoena.” PhD diss., Stockholm University, 1991. 

G. 
Paper presented at a meeting or conference

Doyle, Brian. “Howling Like Dogs: Metaphorical Language in Psalm 59.” Paper presented at the annual international meeting for the Society of Biblical Literature, Berlin, Germany, June 19–22, 2002. 

H. 
Web site

Web sites may be cited in running text (“On its Web site, the Evanston Public Library Board of Trustees states . . .”) instead of in an in-text citation, and are commonly omitted from bibliographies or reference lists. The following examples show the more formal versions of the citations. If an access date is required by your publisher or discipline, include it parenthetically at the end of the citation.

Evanston Public Library Board of Trustees. “Evanston Public Library Strategic Plan, 2000–2010: A Decade of Outreach.” Evanston Public Library. http://www.epl.org/library/strategic-plan-00.html (accessed June 1, 2005). 

I. 
Weblog entry or comment

Weblog entries or comments may be cited in running text (“In a comment posted to the Becker-Posner Blog on March 6, 2006, Peter Pearson noted . . .”) instead of in a note or an in-text citation, and they are commonly omitted from a bibliography or reference list as well. The following examples show the more formal versions of the citations. If an access date is required by your publisher or discipline, include it parenthetically at the end of the citation, as in the first example below.

Becker-Posner Blog, The. http://www.becker-posner-blog.com/. 

J.
E-mail message

E-mail messages may be cited in running text (“In an e-mail message to the author on October 31, 2005, John Doe revealed . . .”) instead of in a note or an in-text citation, and they are rarely listed in a bibliography or reference list. The following example shows the more formal version of a note. 

John Doe, e-mail message to author, October 31, 2005. 

K.
Item in online database 

Journal articles published in online databases should be cited as shown above, under “Article in an online journal.” If an access date is required by your publisher or discipline, include it parenthetically at the end of the citation, as in the first example below.

Perseus Digital Library. http://www.perseus.tufts.edu/. 

� A.Sen, “Does Business Ethics Make Economic Sense?”, in Donaldson, Werhane and Cording, Ethical Issues in Business: A Philosophical Approach, Prentice Hall, Upper Saddle River, NJ2002. 


� ibid, p.40.
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