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RESEARCH STEPS:  Here it is, step by step.  Follow each of these steps in order.

(1)  Topic:  Depending upon your class, you may have a topic chosen for you (by your teacher) or you may browse for one on your own.  If you are choosing, make sure that it has sufficient source material available, and clear the topic with the teacher.

(2)  Gather sources on the topic.  Look for the sources most likely to be used for your paper, and after skimming them, choose some to copy and save, or to print.  Be CERTAIN to save a complete source citation on your copies (see “Searching for Sources” in this handout).
(3)  Do a quick read-through of the topic material, noting or highlighting passages that might make good information for your paper.

(4)  Take notes, on Keynote slides, on all information that looks promising (later you will decide exactly which ones you will use).  You will want to make your letter font size large enough to easily read. There are two forms of note-taking:  1) direct quotations, and 2) paraphrasing (see “Taking Notes” in this handout).

(5)  Arrange notes into categories.  There should be only three to four major categories in a paper this size, under which all information fits.  There are a minimum number of note slides that are to be shown to me on the due-date, but you will likely need more for a good paper.

(6)  Major heading outline.  After you have your notes sorted into major categories, form an outline with Roman numerals for the major headings, and AT LEAST an “A” and “B” underneath each Roman numeral (see “Outline” in this handout).
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(7)  Introduction.  An introductory paragraph should contain three elements:

   a.  Opening Statement:  A question, quote, or attention-getting statement on some aspect of your topic.

   b.  Follow-up sentence or sentences:  should follow-up the introduction of the topic, answer the question, or explain further the opening statement.

   c.  Thesis Statement:  Look at your outline.  Your thesis statement is ONE SENTENCE which, in general terms, PREVIEWS your entire paper, telling us where you’re heading.  This sentence helps you stay focused as you write your paper, and, with possible alterations, usually makes an excellent FINAL SENTENCE to your INTRODUCTORY PARAGRAPH (see “Intro and Conclusion” in this handout).

(8)  Body.  Sort and print your Keynote slides in an order that reflects your outline.  Have those slides sorted and ready to show the teacher on the assigned day.
(9)  Works Cited Page.  Attached to the back of your research paper will be a page entitled Works Cited.  This is an alphabetical listing of the sources you used in your paper.  In other words, each source used in your in-text documentation throughout your paper will appear once on your Works Cited page.  
You will create your Works Cited Page early, based on the sources that you have at that time.  This helps you later in creating your In-Text Citations.  

There is A PARTICULAR FORMAT THAT YOU MUST FOLLOW, however.  Pay close attention to the “Works Cited Page” in this handout.

(10)  BEGIN WRITING THE BODY.  Take the first note slide, and begin incorporating the information into orderly, logical paragraphs (see “Paraphrasing and Quotations” in this handout).  Continue through your note slides, developing the entire body of the paper.

(11)  In-Text Citations.  As you are writing, KEEP TRACK OF WHERE YOU GET YOUR INFORMATION.  You do this by including your source citations on your note slides (see “Notes” page this handout).  As you incorporate the notes into the body of your paper, you have the information necessary to give credit to where you got the information from.

All ideas, paraphrases, and quotes should be cited in your paper, at least at the end of each paragraph.  If more than one source was used in a paragraph, citations should be made at the end of sentences pertaining to that source.  THERE IS AN EXACT FORMAT USED FOR IN-TEXT CITATIONS.  Be sure to follow this exact format (see “In-text Citations” in this handout).

(12)  Conclusion.  Your paper needs a good concluding paragraph.  Once again, there are three parts:

a.  Begin with transitional wording (signaling that your paper is drawing to a close), then a reminder of your thesis (but NOT a word-for-word repeat.  Do it in a “summing up” fashion).

b.  You will probably have a follow-up sentence or two, further expanding on your summary.

c.  A good conclusion ALWAYS ends with a final thought, something which impresses your audience with the importance of what you’ve written;  something to “think about” or “remember” (see “Intro and Conclusion”  in this handout).
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PARAPHRASING & QUOTATIONS

PARAPHRASING is the process by which the researcher takes material from a reference and puts it into his/her own words.  Paraphrasing then would NOT need to have quotation marks, but still may contain information that should have an in-text citation.  Paraphrasing is a valuable skill.  Mastering the skill takes some practice.

**Paraphrasing is NOT taking part of an article and changing one or two insignificant  words.  

**Paraphrasing is NOT taking a sentence and rearranging its order.

When you paraphrase, you must take care to change the wording of your material so that it reflects your own style (your “voice” should be heard) and fits with the format of the paper.

Here is a sample paragraph from the Chronicle Guidance pamphlet on “Ceramic Engineers”.  Note that I’ve underlined key words that I want to put into my paraphrase:

     Many people, when they hear the word “ceramics” think of pottery.  This term, however, also takes in thousands of other products.  They include spark plugs, glass, magnets,  electronic parts, automobile parts, ceramic tiles on space shuttles, solar panels to heat homes, and manufactured single crystals like rubies.  Ceramic materials have many useful properties.  Almost every industrial production line, office, and home incorporates ceramic materials because of their useful chemical, mechanical, electrical, magnetic, thermal, and structural properties.  They stand up under heat.  They resist water, salts, 
acids, and gases.  They are lightweight and energy efficient.  They can be colorful and attractive.
      
Now, here is an example of paraphrasing the above segment.  Note how I have used the underlined words to direct what information I am including:

The word “ceramics” goes far beyond pottery done for a hobby.  In industry, ceramics are a part of many products, including spark plugs, glass, magnets, automobile products, and tiles on space shuttles.  Ceramic materials invade almost all areas of modern life, from the production line, to the office, to the home.  They stand up to heat, and resist water, salts, acids, and gases.
     
Notice how key information is used, but re-phrased in a way that makes it my voice that is saying it.  Note also that the information is condensed, to leave room for a lot of other areas to be covered in my paper.

DIRECT QUOTATIONS (quoting a segment word for word) should be used basically for only three reasons:

1)  To give specific, highly technical, or statistical information,

2)  To get down exactly the way a very significant thing was said, or

3)  To give information which is so unique in the way that it is stated that it wouldn’t be right to not say it that way, and give credit to its author.

Of course, direct quotes would include quotation marks, would be properly cited, and information in the wording itself should indicate the author : (according to...) or (...stated John Jones, ceramic engineer for Smith Corporation).  But direct quotes should be used SPARINGLY in your paper, only where they play an important role in making your paper stronger.  You should NOT direct-quote the majority of your paper, and paraphrasing should be used with the great majority of your notes.
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SEARCHING FOR SOURCES
Technology has changed, and so have the methods that we use to gather source information, as well as the way that we store and display it.
Rather than gathering and recording source citation information by hand, writing it on cards or paper, many reliable sources today are not only found electronically, but full or nearly full citations are given to the reader somewhere in the electronic article (often at the end).  
For this paper, you are being asked to keep complete source citations with every source that you save or print.  Don’t forget to copy the source citation with everything you note or copy!
Take a look at the latest suggested web sites for gathering source materials.  Some good ones will be found on the Authors and Web Sources document attached to my web page.
Once you find a source that you think you might use, take down enough information that you can get back to it at any time.  You will show me the following on each source:


Name of book/article, author’s name




OR

A copy of the source citation given to you in the digital article 



OR


Name of article, website name, author’s name (if there is one), and URL.

· Put these on a document to show me when asked (minimum of 5)
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OUTLINE:  Here is an example of a Major Heading Outline.  Notice that it is a heading outline, NOT a sentence outline.  This will end up as the second page, right behind your title page.
Charles Dickens and Great Expectations
(Introduction)
I. Biography of Charles Dickens
A. Early Life
B. Early Occupations
C. Early Successes
D. Family Dysfunction
E. Career Overview
II. Critiques of Dickens and Great Expectations
A. ________  _________ on Dickens
B. Other Thoughts on Great Expectations 
III. Literary Analysis of Great Expectations: The Role of ‘Confidant’

A) The Role of Biddy as Pip’s Confidant

B) The Role of Joe as Pip’s Confidant

C) Estella as a Confidant
            D) Compare/Contrast, and What We Gain as Readers from Dickens’ Confidants
(Conclusion) 

Note:  The Introduction and Conclusion do not need to be a part of the outline, but when you write them, be certain that they are the intro and conclusion to the entire paper.
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INTRODUCTION AND CONCLUSION:
10 Honors Research Paper:  Author
Pay attention to the elements of Introduction and Conclusion below.
SAMPLE INTRO:

Drama, adventure, and romance.  Guilt, greed, revenge, and reward.  Supernatural visitors and moral lessons learned.  No one has ever combined these elements better than the great British author Charles Dickens, as demonstrated in the classic novel, Great Expectations.  From childhood lessons learned himself in poverty, Dickens portrays fascinating characters and plots that bring 19th Century England to life.
*  Attention-getter
*  Follow-up
*  Thesis Statement 
SAMPLE CONCLUSION:

As was said in the beginning, Charles Dickens brought a life of experience into classic writings that accurately portrayed life in 19th Century English society.  He entertains us in such a way that readers hardly notice that they’re being educated at the same time.  We are drawn to his memorable characters and graphic settings, and having read his works, we are forever changed.
* Transitional wording; reminder of thesis
* Follow-up
* Final Thought
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TAKING NOTES
Taking notes can be difficult for two reasons:

1.  You don’t always know what information to include in your note taking (so take down everything that you think might be usable, and worry about whether it is usable later.)

2.  When paraphrasing your notes (which means writing someone else’s words in your own words) it is difficult to think of how to write in your words without sounding like the original author.  No two persons would paraphrase the same passage exactly alike.  You need to cover the material accurately and thoroughly, but in your own words (see “paraphrasing and quotations”).
ONE note slide does not necessarily mean a FULL note slide.  Look at your copied note and determine how to reduce it into a few, usable words to paraphrase the ideas being discussed.  You can later adapt and expand your words to fit into the paper itself.
CHOOSING CATEGORIES:  As you choose a note that you would like to take down, choose a CATEGORY under which this note might fit, like a division of your paper that detail might fall under.  EXAMPLES:







EARLY LIFE






CAREER






FAMILY LIFE






INFLUENCES






TRIUMPHS






LEGACY
(There are many more possibilities;  make up some of your own).  For this paper, you need to assign a category to each of your slides.
NOTE:  EACH note slide MUST include the CITATION of your source and a CATEGORY.
Sample Note Slide:
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WORKS CITED PAGE:

The main purpose of a research paper is to learn how to investigate, process, and organize into your own words information previously unknown to you.  Very little of this paper should come from information that you already possess.  Because of this, you must document ALL INFORMATION that you have picked up and used in your research.  You must not only document direct quotes, but also all other parts of your paper in which you received ideas and information that are not common knowledge, EVEN WHEN YOU PUT IT IN YOUR OWN WORDS.  

For this paper, most paragraphs will have at least one in-text citation.  If you’re not sure whether or not what you have written should be cited, it is better to do it.  It is better to have too much documentation than not enough.

FIRST, however, we need to look at what a WORKS CITED page looks like, so that we have it to look at when we create our in-text citations.  The WORKS CITED page is placed at the end of your paper, and tells, in ALPHABETICAL ORDER, what sources you have used for information in your paper.  

Take a look at a sample WORKS CITED page below:
__________________________________________________________________________________________
Works Cited
"Charles Dickens." Concise Dictionary of British Literary Biography, Volume 4: Victorian Writers, 1832-1890. Gale 
Research, 1991. Reproduced in Biography Resource Center. Farmington Hills, Mich.: Gale, 2010. http://galenet.galegroup.com/servlet/BioRC
"Charles (John Huffman) Dickens." St. James Guide to Crime & Mystery Writers, 4th ed. St. James Press, 1996. 
Reproduced in Biography Resource Center. Farmington Hills, Mich.: Gale, 2010. http://galenet.galegroup.com/servlet/BioRC
Dickens, Charles. "Some Account of an Extraordinary Traveller." Great Expectations. Charles Dickens. The Works of Charles Dickens, Cleartype ed. Vol. 4. New York: Books, Inc., 1868. 475-485. LitFinder. Gale. INSPIRE. 13 Jan. 2010 <http://go.galegroup.com/ps/start.do?p=LITF&u=inspire>.
"Explanation of: 'Great Expectations' by Charles Dickens." LitFinder Contemporary Collection. Detroit: Gale, 2009. LitFinder. Gale. INSPIRE. 13 Jan. 2010 <http://go.galegroup.com/ps/start.do?p=LITF&u=inspire>.
__________________________________________________________________________________________________
The above would be on a page by itself at the end of the paper.  Remember the following:
1.  Works Cited should be centered at the top of the page.

2.  Reverse indentation should be done on each entry.

3.  All punctuation should be EXACTLY as you see it.

4.  Alphabetize based on the first word of each entry.
Notice the breakdown of where the info goes in a citation, in case you need to create your own:
(title of article)     (work from which it came)
"Charles Dickens." Concise Dictionary of British Literary Biography, Volume 4: Victorian Writers, 1832-1890. Gale 
             (publisher)


(web source)
Research, 1991. Reproduced in Biography Resource Center. Farmington Hills, Mich.: Gale, 2010. 
(web address)
http://galenet.galegroup.com/servlet/BioRC
Take note if it has an author, how author’s name is entered:
(author)                    (title of article)                                              (work)            
Dickens, Charles. "Some Account of an Extraordinary Traveller." Great Expectations. Charles Dickens. The Works of Charles Dickens, Cleartype ed. Vol. 4. New York: Books, Inc., 1868. 475-485. LitFinder. Gale. INSPIRE. 13 Jan. 2010 <http://go.galegroup.com/ps/start.do?p=LITF&u=inspire>.
Now for the easy method.  If you have all the details, or you have the ISBN number of a book, just go to  www.easybib.com and it will create a citation for you.  Check the “Display URL” box.
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IN-TEXT CITATIONS:

Now you are ready to set up IN-TEXT CITATIONS.  This type of documentation follows a few very simple rules, but you MUST FOLLOW THEM EXACTLY.  You place in-text citations at the end of each paragraph that contains information that you’ve discovered in your research;  if more than one source was used in a paragraph, citations should be placed at the end of segments drawn from one source (always at the end of complete sentences).

As you look at the following examples of in-text citations, look back at the sample Works Cited Page.
 Here is the first example:
**
Dickens did journalism work on police files, which gave him the ideas for “Inspector Bucket” in Bleak House (Dickens 26).

Look at the Dickens entry in the Works Cited Page.  All you need to do to give credit to that book in your paper is to give the last name of the author and the page number where the information was found in the book.  This is because your Works Cited page entry BEGINS with the author’s last name.  NOTE:  THERE IS NO PUNCTUATION, ‘p.’ for page, or ANYTHING ELSE.   Just parentheses around the last name and number.  NOTE ALSO that the PERIOD for the end of the sentence goes AFTER the in-text citation.  Here’s another example:
**
Dickens was born February 7, 1812 in Portsmouth, Hampshire, England (“Charles Dickens”).

This citation is from the entry on page 7 that did not have the last name of an author as the beginning of the entry.  Since the entry on the Works Cited page begins with the title, that is what your in-text citation should use.  Note also that the quotation marks go around the title in the citation also.
MOST IMPORTANT THING TO REMEMBER:  What you use in your in-text citation depends upon what your Works Cited entry BEGINS WITH !
**   As in all of Dickens, characterization is the key to understanding Great Expectations ("Explanation of: ‘Great Expectations’ by Charles Dickens”).
Note that, once again, you include quotation marks to indicate that it is a TITLE, not the name of an author.  Again, REMEMBER:  The period for the end of the sentence goes AFTER the citation.
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CRITIQUES:  How to share what others write while Paraphrasing
“Because Pip is narrating his story many years after the events of the novel take place, there are really two Pips in Great Expectations: Pip the narrator and Pip the character—the voice telling the story and the person acting it out. Dickens takes great care to distinguish the two Pips, imbuing the voice of Pip the narrator with perspective and maturity while also imparting how Pip the character feels about what is happening to him as it actually happens. This skillfully executed distinction is perhaps best observed early in the book, when Pip the character is a child; here, Pip the narrator gently pokes fun at his younger self, but also enables us to see and feel the story through his eyes.


“As a character, Pip’s two most important traits are his immature, romantic idealism and his innately good conscience. On the one hand, Pip has a deep desire to improve himself and attain any possible advancement, whether educational, moral, or social. His longing to marry Estella and join the upper classes stems from the same idealistic desire as his longing to learn to read and his fear of being punished for bad behavior: once he understands ideas like poverty, ignorance, and immorality, Pip does not want to be poor, ignorant, or immoral. Pip the narrator judges his own past actions extremely harshly, rarely giving himself credit for good deeds but angrily castigating himself for bad ones. As a character, however, Pip’s idealism often leads him to perceive the world rather narrowly, and his tendency to oversimplify situations based on superficial values leads him to behave badly toward the people who care about him. When Pip becomes a gentleman, for example, he immediately begins to act as he thinks a gentleman is supposed to act, which leads him to treat Joe and Biddy snobbishly and coldly.”
“SparkNote on Great Expectations.” SparkNotes.com. SparkNotes LLC. 2007. Web. 15 


Aug. 2016.
Here is an example of how one could use the above source paragraphs and summarize details of the analysis being made on the book “Great Expectations”.

Because I am sharing a perspective on Dickens the writer (not giving a plot summary or book review) I have chosen to focus on what the passage says about how Dickens developed the character of Pip.


The editors of a Spark Notes article on Great Expectations point out that one aspect of Dickens’ genious with characterization lies in his ability to build a multi-leveled look at the same person.  For example, Pip was both a child within the plot, and also an adult narrator looking back upon himself in his early years.  The result was a much deeper understanding of the whole character.  He makes us laugh at the immature Pip, allows us to empathize with him, and gives us a surprisingly stern and critical look at Pip’s shortcomings (“SparkNote on Great Expectations”).

· Note the highlighted portions of the article above, and how it is done in the paraphase.  The concept being argued by the Spark Notes article is there, but there is no hint whatsoever of any wording being copied.  Yet, since the idea came from the article, a citation is given at the end of the paragraph to give the source credit.
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ORDER AND LAYOUT:

Because this is a short paper, as research papers go, many high school teachers and college professors would prefer only a standard heading at the top of the first page, with name, class, teacher, and date.  However, it is optional with research papers to have a title page.  On this paper, that is what I am requiring.  A title page, if done right, not only looks neat, but, if the student chooses, he can include graphics on it also.
Here are the four parts of your paper, IN ORDER:
1)  TITLE PAGE:  The information below is a miniature sample of what should be centered and spread in a balanced fashion across and down a full cover page.  This is also where you can include graphics if you wish, to make your paper look more interesting.

2)  OUTLINE:  Next, put your outline on a page by itself.
3)  THE PAPER itself:  Do not place any headings or titles in the paper itself.  Just begin with your introduction, and go from there.  STARTING WITH THE SECOND PAGE OF THE PAPER, in the upper right corner, place your last name and the page number on each page;


EXAMPLE:        Smith  2
Do not put a page number on the first page.  Be sure to use proper margins (aprox. one inch) all the way around.  On typed pages, lines are always double spaced.  All other formal rules of typing apply, too.
On your FIRST DRAFT, I want you to pencil in OUTLINE numerals and letters in the left margin, but DO NOT have them on the body of the FINAL DRAFT.
4)  WORKS CITED page:  Follow directions EXACTLY as laid out in the documentation pages.
Copy/Paste:


Austrian secretary Miep Gies (1909-2010) is immortalized as the brave woman who assisted in hiding Anne Frank and her family from the Nazis during World War II. Gies facilitated the diary’s publication and worked to keep Anne’s legacy alive, emphasizing that ordinary people are capable of extraordinary courage. In 2009, she received the Grand Decoration of Honour for Services to the Republic of Austria. Gies was 100 years old.��"Miep Gies." People of the Holocaust. U*X*L, 1998. Reproduced in Biography Resource 


        Center. Farmington Hills, Mich.: Gale, 2010. http://galenet.galegroup.com/servlet/BioRC��Paraphrase:


Miep Gies, the woman who risked her own life for the famous Anne Frank family, died this week at age 100.  She will be forever remembered as the brave woman who assisted the Frank family and kept Anne’s writings alive, enabling millions to experience the holocaust in a personal way. 
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