
Writing Tips
Citations & Works Cited
Remember, double space all papers.

APA formatting:  http://owl.english.purdue.edu/owl/resource/560/01/
Title Format

In the body of the paper:  Articles/chapters, songs, poems, stories, etc., get put in quotation marks.  Italicize books, movies, magazines, journals, etc. (i.e. “A Modest Proposal,” “The Tell Tale Heart,” “The Road Less Taken,” and “I Wanna Hold Your Hand” are, respectively, an essay, a story,  a poem, and a song.  The Shining, Avatar, and Sports Illustrated are, respectively, a book, movie, and magazine.)


In the References:  Articles & other short pieces are in sentence capitalization (first letter and proper nouns), but not in quotation marks.  Books are in italics and sentence capitalization, and journals are in title capitalization (every word except short prepositions & conjunctions) and italics.

Citing Articles in an Anthology

Cite them by the author of the article, not the editor of the anthology.  When quoting Jung, quote Jung, not Ghiselin.  Cite Jung in the Works Cited, too.  Also, don’t use orphaned quotes, which means quotes on their own and with no explanation or discussion.  Give quotes a context. 

Example:  Jung notes that “The pregnant chaos then shrinks to the proportions of a psychic disturbance” (1952, 223), which illustrates the symptomatic nature of creativity.  Note how the author (Jung) and the year and page number (1952, 223) are listed.  And also look at how the punctuation is AFTER the parentheses.  The only exceptions would be exclamation points and question marks.  They would be within to quotation marks, but you would still put your end punctuation AFTER the parentheses.
Works Cited

Jung, Carl. (1952) Psychology and literature.  The Creative Process.  Ed. Brewster Ghiselin.  Berkeley, University of Southern California Press, 217-232. 
For Electronic Sources
http://owl.english.purdue.edu/owl/resource/747/08/
· Author and/or editor names (if available) 

· Year (in parentheses)
· Article name in sentence capitalization

· Title of the Website, project, or book in italics. (Remember that some Print publications have Web publications with slightly different names. They may, for example, include the additional information or otherwise modified information, like domain names [e.g. .com or .net].) 

· Any version numbers available, including revisions, posting dates, volumes, or issue numbers. 

· Publisher information, including the publisher name and publishing date. 

· Take note of any page numbers (if available). 

· The words “Retrieved from”

· URL 
A Page on a Web Site

For an individual page on a Web site, list the author or alias if known, followed by the information covered above for entire Web sites. Remember to use n.p. if no publisher name is available and n.d. if no publishing date is given.

References
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Note how the above is in the hanging indent format.  Hanging indent format is under Special in the Paragraph menu under the Format Menu (which can also be pulled up by right clicking and picking Paragraph).  You can highlight the text, then go to the Format Menu and select Hanging Indent from the Special box.  You can highlight the text and move the triangular tabs in the ruler so the bottom triangle is at the half inch mark. (If you have no ruler above your page, go to the View menu and click on Ruler.) Or you can highlight your bibliographic entries and hit Ctrl + t if you're using Word.  

The word “References” (see instructions on quotation marks below) are centered and capitalized.  


Do not use unreliable sources such as Wikipedia.  Also, do not resort to dictionary definitions.  At the graduate level (indeed, also at the undergrad level), we all know the definitions of the words or how to use a dictionary.  Including a dictionary definition looks like one is trying to take up space and is also insulting to the reader’s intelligence.
Writing Style and Some Rules

Double space and indent paragraphs.  Use 12 point, Times New Roman font (or other font specified by your professor).  You may have your favorite font, or your computer may default to a specific font, but remember to use the font required by the class (APA & MLA require Times New Roman, so get used to it).

Avoid second person (“you”) at all costs.  

The word “OK” is always capitalized unless spelled phonetically as “okay”.  It's actually an abbreviation, as this entertaining column shows:  http://www.straightdope.com/columns/read/503/what-does-ok-stand-for

“Everyday” is only one word when used as an adjective (She explained the concept in plain, everyday language.  He wore his everyday jeans to the interview, which is why he didn't get the job.).  When talking about frequency, it's two words (Every day I go to the gym.  They bought coffee at Panera every day for the last six months.).


Thou shouldst avoidest amongst, amidst, and whilst—it's among, amid, and while.  Using the 'st' ending is archaic and pretentious.

Always refer to sources, experts, celebrities, and the subjects of your papers by their last names.  Don’t refer to Einstein as Albert, or Katherine instead of Hepburn, for example.  

Commas, run-on sentences, incomplete sentences, word choice problems, spelling, and all a matter of practice.  One can improve on them.  Consider finding someone to proofread your work.


Decades are plural, not possessive.  When talking about the time between 1980 and 1989,  the decade is the 1980s, not 1980's.  Similarly, if one is talking about the sixties, unless the decade is 60-69 A.D., it would be the '60s, not the 60's (that's why the TV show was titled That '70s Show, not That 70's Show).

Avoid sexist language, but also avoid pronoun/antecedent disagreement..  An artist, writer, psychologist or whatever can be male or female.  We usually try to avoid saying “he” all the time, but we fall into the pronoun/antecedent error.  For example:  If a person falls off the roof, they may get hurt.  What’s wrong with that?  A person is singular.  They is plural.  If one said, “If a person falls off the roof, he may get hurt” the sentence would be sexist.  The solution is to either state both sexes as an option:  If a person falls off the roof, he or she may get hurt; or to state the original subject (the antecedent) as plural: If people fall of the roof, they may get hurt.
The thesis statement is a very specific single sentence saying what you are going to prove.

Remember, a thesis statement is your stance in an argument.
A Thesis Statement is not:

Vague

An accepted fact

Ambivalent (stating both sides of an argument)

In the form of a question 

A broad topic 

This would not work as a thesis statement:

The novels of Joseph Conrad have a marine theme and follow in the tradition of Herman Melville, author of Moby Dick and Billy Budd.

This would work as a thesis statement:

While Herman Melville's Moby Dick shows a tyrannical, obsessed father figure in Ahab, Joseph Conrad's Heart of Darkness takes the same theme further along, as Marlow must kill Kurtz, thus making himself succeed the father by taking over that role.

I think UFOs are real and influencing politics.
I believe that astrology is a scam based on flattering generalizations.
I think taking a hard line with Syria will keep the rest of the Middle East from using chemical weapons.

Armed guards and officers in schools.

Unhealthy food served in public schools and diabetes.

iPhones make one smarter/dumber.

Reincarnation.

Summaries:
Step for successful summarizing:


Start with important points—pre-read, then read. Read topic sentences of each paragraph. Go back and read in more depth. 


Explain those points in enough detail to get the main idea across, but not in specific detail to bore your audience.


Do not quote or get hung up on interesting, cute, offensive, or otherwise irrelevant details. 

DO NOT MERELY COPY AND PASTE

If you use quotes, which can help, remember to cite and include a Works Cited.


Quotation marks are used for:
Direct quotes:  Someone once said, “Heaven for climate, hell for company” (Twain 407). 
Dialogue: “Are we still going to the dance?” said Bertie to Wooster. 
Titles of stories, poems, songs, articles, essays.  “A Modest Proposal” is a controversial essay by Jonathan Swift.
Around a word used as an example of the word:  The word “fish” can be spelled quite creatively, as in “ghoti”.

“That depends on what your definition of ‘is’ is.”
Quotation marks are not to be put around slang, words used as colloquialisms, jargon, or words that need any special emphasis. 
Incorrect:  My “friends” betrayed me.
Correct: My so-called friends betrayed me. 
Incorrect: My roommate is a “witch”, and I hate her.
Correct: My roommate is a witch, and I hate her.
Commas
1. A comma connects a dependent and independent clause (complex sentence) when the dependent clause is first.

Examples:  (The dependent clause is in one color, the independent is in another.)
Although she is a great singer, she hates performing in public. 
While this exercise is boring, it will help students learn.
Since it is repetitive, it will help develop a good habit. 
If one writes enough of these sentences, he or she will not make errors with connecting independent and dependent clauses.
A sentence will not need a comma if the independent clause is first. 

2. Connects/separates two independent clauses, using a conjunction (comma comes before the conjunction (and, but, or, nor)). Compound sentence. (Subjects of the independent clauses highlighted in examples.)

The players were organized, but the coaches were not. 
I am going to the store, and then I will go to the movies. 

3. Offsets an introductory or closing word or phrase.
Mom, can I borrow the car?
Once upon a time, there was an evil ogre.

I got the book back to the library, so there.

4. Parenthetical insertions (material inserted in the middle of the sentence, such as an appositive phrase, an editorial comment, or a relative (dependent) clause) get commas on either side.

Larry, the Animal Control officer, shot the dog. The dog, which was foaming at the mouth, might have had rabies. The dog, sadly, did not have rabies.  It had, however, eaten some Alka Seltzer. 

5. Listing (including lists of adverbs or adjectives) and names, titles, places, dates.

When making a list, colons and semi-colons are rarely used.  The placement of the comma is important, too:

Incorrect: 
I have many hobbies such as: working out, Karate, drawing, cooking, and traveling.

I have many hobbies such as, working out, Karate, drawing, cooking, and traveling.
Correct:
I have many hobbies, such as working out, Karate, drawing, cooking, and traveling.


