


 

 

 

Thesis Handbook 
 
 
 
 
 

for 
 
 
 

MA TEFL Research Students  
(Code 560) 

 
 
 
 
 

Umar F ar ooq  

Course Coordinator  
 

Abdul H afeez  

Chairman, Dept. of English Language & Applied Linguistics  
 
 
 
 
 
 

 

 
Department of English Language and Applied Linguistics 

Allama Iqbal Open University, Islamabad 
2004



ii 



iii 

FOREWORD 
 
 
The Thesis Handbook has been prepared with a view to providing our MA TEFL 
students with some basic and necessary information on writing a research thesis.  We 
have tried to give some suggestions on selecting a topic, developing a thesis statement, 
arranging material, bibliography and such other necessary things.  A list of titles of 
previous theses is also included with a view to giving you an idea regarding selection of 
topic of your research area.  
 
Guideline has been provided on format and style of the thesis and specimens have been 
annexed for guidance.  
 
A lot of ELT material is available on internet as well.  We have selected some interesting 
and useful sites that may help you in writing your thesis.  
 

This Handbook has been prepared under the guidance and supervision of Mr. Abdul 
Hafeez, the Chairman of the Department.  I am grateful to my colleagues for their 
assistance and cooperation.  My thanks are also due to Dr. Shahid Siddiqui for support 
and encouragement.   

 

 

 

Umar Farooq 

Lecturer/Thesis Coordinator   
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1.  NATURE 

Thesis is a two-credit research work consisting of 12,000 – 15,000 words in your 
chosen area of study.  It is envisaged that writing your thesis will present you with 
a serious academic challenge, but it will also give you a sense of intellectual 
achievement and self-confidence.  It will enhance your skills in time management 
and organization and will take you through the process of formulating independent 
judgement.   

 

2. CHOOSING THE TOPIC 

This is one of the most important decisions you will be making regarding your 
thesis.  The subject of your thesis can be drawn from any area of linguistic study 
you are most familiar with and, very importantly, one that you are most interested 
in.  Use other people’s ideas to jump-start your ideas, but be careful not to 
plagiarize.  Talk with others. Check catalogues in the library for a list of subject 
headings.  Use a book’s index or table of contents to give you ideas of topics.  A 
narrower topic is more manageable and would result in a more focused thesis.   
 

The title must reflect the aims and content of your thesis.  It indicates what ground 
you intend to cover and raises certain expectations in the reader.  Your work must 
fulfil the promise the title makes, so think very carefully before choosing a 
topic/area.  A list of titles of previous theses is enclosed for your guidance (Annex A). 

 

3. RESEARCH PRIOR TO WRITING 

Reading for information and collecting material is only the first step towards 
writing a thesis.  As you get more and more familiar with your topic, you will start 
to formulate your own views and arguments.  A mere listing of other scholars’ 
theories about linguistic phenomena does not make a good dissertation even if it is 
well organized.  Try to evaluate the ideas and raise questions.   
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Checklist 1 

Planning 

- Draw up a short list of topics  

- Select a topic for investigation  

- Establish the precise focus of the study 

- Decide on the aims and objectives of the study or formulate a hypothesis 

- Draw up an initial thesis outline 

- Read enough to enable you to decide whether you are on the right lines 

- Prepare your first draft of proposal 

- Discuss your proposal with ELT experts and faculty members of the 

Department during the workshop.   
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4. THE STRUCTURE OF A THESIS 

 

4.1 Chapter 1: Introduction 

This section should provide an introductory description of the general subject and 
orient the readers about the basic aims and goals of the research.  The significance 
of the research, where will it lead and what difference will it make to our general 
understanding of the theoretical or practical body of knowledge for landscape 
architecture should be addressed in the introduction. 
 

The hypothesis is the central question being researched.  Hypotheses are usually 
defined in ‘cause-effect’ relationship.  Provide a background for any limitation to 
this study.  Be very specific. 

 

4.2 Chapter 2: Literature Review 

A literature review involves locating, reading, and evaluating reports of research as 
well as reports of casual observations, opinions, and projects that are related to the 
individual's planned research. The review of literature can aid in delimiting the 
research problem and in defining it better. Also, new approaches or research 
possibilities may be obtained from a review of the literature. Insight into the 
methods and measures utilized by other researchers can also be reviewed through 
background reading. The discussion and literature reviewed need to be 
comprehensive enough to give a solid explanation of the intent of the proposed 
research and their previous experience that will affect the means and ends of the 
research.  
 

The introduction usually provides the initial justification for the study. The 
background section is usually much broader and deeper in scope and content than 
the introduction.  The review of the literature provides you with a means of 
learning about what others have done and what remains to be done. It is difficult to 
develop a feasible research project that will contribute to furthering knowledge 
without a thorough review of the literature. The foundation of future work is built 
upon the literature. If you fail to develop your foundation, your work is likely to be 
shallow and naive.  

 

 

 

 

 

 

 

 

Checklist 2 

Keeping records 

- Make a note of everything you read 

- Start a card index as soon as you begin your research 

- When recording sources, make sure you always note author’s name and initials, 

date of publication, title, place of publication and publisher 

- Decide on a system of referencing and stick to it 

- Make an accurate note of all quotations 

- Be consistent to method and format provided by the university. 
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4.3 Chapter 3: Methodology 

This section outlines the methods that will be used to achieve the research aims. It 
should describe in as much details as possible the data collection procedures to be 
used, whether they be experiments, surveys, questionnaires, observations, 
participatory methods, case studies, document collection or other methods.  
Reference should be made to the research methods or literature specific to the filed 
of study in order to justify the choice of methods.  The methods must be shown to 
be reliable and internally valid.  Describe the sample employed and the variables 
used to test your hypothesis.  One should give enough information here so that 
other can replicate your procedures.  If you are using statistical analysis, explain the 
statistical methods.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Checklist 3 

 

Questionnaire 

- Ask yourself what and why you need this information 

- Is a questionnaire the best way of obtaining the information? 

- Check wording of each question.  Is there any ambiguity, precision or assumption? 

Any double, hypothetical or offensive questions?     

- When you are satisfied that all questions are well worded and of the right type, sort into order. 

- Write out instructions to be included on the questionnaire. 

- Consider layout and appearance. 

- Pilot your questionnaire. 

- Make any adjustments to the questionnaire in the light of pilot respondents’ 

comments and your preliminary analysis. 

- Decide at an early stage how the questionnaires are to be distributed.  

- Unless you are administering the questionnaire personally, include a covering letter 

and a self-addressed envelope. 

- Don’t forget to say when you would like questionnaires to be returned.   

- Begin to record data as soon as completed questionnaire are returned. 
 

 

Interview 

- Ask yourself what and why you need this information 

- Is an interview the best way of obtaining the information/ 

- Is so, being to devise questions in outline? 

- Decide the type of interview 

- Consider how questions will be analysed 

- Prepare an interview schedule or guide 

- Pilot your schedule and revise the schedule, if necessary 

- Do your best to avoid bias 
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4.4 Chapter 4: Data Collection and Data Analysis 

Design the data collection process to make it easy to collect, code, manage, and 
analyze.  Describe what the physical procedures will be for managing this data.  
Will you use tables, spreadsheets or databases to aggregate and analyze the data?  
What kinds of analysis will be done? How will it be accomplished?  How will the 
findings be presented for interpretation?   

 

Now that you have presented the results, discuss them.  What, specifically, do the 
results mean?  How can they be interpreted?  Can they be interpreted in multiple 
ways?  What do the findings tell you about your hypothesis?  Do not claim more for 
your results than the data really shows.  Avoid speculation.   

 
 

 

 

- Select who to interview 

- Try to fix a time and place in which you will not be disturbed 

- Introduce yourself, explain the purpose of the research, even if you have a letter 

- Say how long the interview will last 

- Try to check the accuracy of your notes with respondents 

- Decide whether to tape-record the interview 

- Honesty and integrity are important 

- Commonsense and good manners will take you a long way 

 

 

Observation Studies 

- Decide what you need to know 

- Consider why you need this information 

- Is observation the best way of obtaining the information? 

- Decide which aspects you need to investigate 

- Request permission 

- Devise a suitable grid, checklist or chart 

- Consider what you will do with the information 

- Pilot your method and revise if necessary 

- Prepare carefully before the observation 

- Discuss where you will sit with whoever is in charge and with people who are to 

be observed. 

- Remembers that no grid, however sophisticated, will tell the full story. 

- Analyse and interpret the data 

- Don’t forget to thank the people who have allowed you to observe. 
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4.5 Chapter 5: Conclusion & Recommendations  

This should summarize your results and discussion.  You should include a list of 
the most important findings of your study in descending order of importance.  You 
should also provide a statement about the possibility of a future study in the same 
area.  What needs to be done and what does this study contribute?          

 

 

4.6 Bibliography 

All pieces of literature referred to should be listed at the end of the thesis before the 
appendices using the appropriate reference style.  You may opt for APA or MLA.  
(See Annex H for further details of both the styles)    

 

4.7 Appendices  

If you have material that is too long to include in a table/footnote, etc. or not 
appropriate to a particular section it should be included as an appendix.    

 

 

Checklist 4 

 

Data Analysis 

- Decide your approach to the documents 

- Analyze the nature of the sources used 

- Decide whether the document is reliable for a particular purpose 

- Strive to gain a full appreciation of the value of a source 

 

Interpretation and presentation  

- Date must be recorded, analysed and interpreted. 

- Look for similarities, groupings and items of particular significance 
- First-thought categories will be a start in the process of collating findings. 
- If you need to discover the average of certain values, decide whether the mean, 

median or mode is the most suitable. 
- Used on their own, means and medians may not be sufficiently descriptive to 

provide a complete picture of the data. 
- All data require interpretation. 
- Try out different methods of presentation for responses to different question 

types. 
- Do not attempt complex statistical techniques unless you have the expertise to 

cope. 
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5. WRITING A SYNOPSIS 

Plan ahead and provide yourself with enough time prior to the deadline to prepare 
a quality product. The format for research proposal / synopsis shall be as follows: 

 

- Introduction (background to the research) 

- Statement of the problem / Hypotheses / Research Questions / Rationale / Objectives 
(What & why; cause-effect relationships) 

- Significance (what is known about the problem, define the gap(s) in the knowledge and state 
what needs t be done to address the gap(s)) 

- Review of the literature (research that has been done on the subject) 

- Theoretical framework / Method of research / research methodology  
i. Population 
ii. Sample and sampling techniques 
iii. Research design 
iv. Research instrument: Type, Development, Validation, Pilot-testing 
v. Data collection 
vi. Analysis and interpretation of data 

 

A good synopsis (4 – 6 pages; double spaced) should have a framework and some 
ideas along with certain questions that are formulated within this framework which 
an informed person might anticipate and ask.  They are included to stimulate your 
thinking and raise an answer in your proposal the questions that are especially 
pertinent to your task.  For instance, what are your objectives?  How will you 
accomplish your objectives?  What will you do?  What are the principal steps or 
milestones along the path?  How long will each take?  What steps seem to be the 
most difficult, and how will you overcome the difficulties?  What equipment or 
other resources will you need?  Which of these are inherited, and which will you 
have to make or procure?  With what other people or groups will you be 
collaborating?  And so on.      

 

 

6.  WORKSHOP 

A one-week workshop will be organized at the main Campus of the University at 
Islamabad at the beginning of the semester.  The purpose of the workshop is to 
provide the students guidelines regarding basic concepts and kinds of research, 
how to conduct research, how to collect and analyze the data, how to arrange 
findings and recommendations in a logical order.  It also provides you an 
opportunity to meet and to discuss with the ELT experts your suggested topic/area 
of research.  By the end of the workshop, you will be asked to make a brief 
presentation on your suggested research area.  You will seek the consent of a 
supervisor amongst the list provided to you who will guide you in preparing your 
synopsis and doing research.  But remember writing a thesis is essentially an 
exercise in independent learning. 
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7. YOUR SUPERVISOR 
Meet the suggested supervisor and finalize the synopsis.  Get the ‘Consent Form’ 
signed by the supervisor and send it along with your synopsis to the Department 
before the deadline.  The Chairman will approve the synopsis and the name of the 
supervisor that will consequently be communicated to you.  It is very important 
that form that moment on you keep in touch with your supervisor and ask for help 
and guidance.  A list of approved supervisors is enclosed. (See Annex B)   
 

The supervisor is expected to: 
- Guide in designing and coordinating research 
- Monitor student’s progress and report to the Chairman on two monthly basis. 
- Check and support improvement in drafts of the thesis. 
- Forward the thesis in finished form to the Chairman. (See Annex C) 
 

The supervisor is likely to offer you advice on issues such as the scope of the title, 
the academic suitability of your project, methodologies and resources to use and 
sources of information or assistance. You are also required to make sure the 
submission of report on your work by your supervisor on two-month basis.   
 

Plan a number of formal meetings with your supervisor to help you in doing your 
research. Keep it in mind that supervisors have a full timetable too and they are 
very busy people.  Don’t waste their time unnecessarily.  Make sure you know 
exactly just what it is that you need help with.  If necessary, make notes to remind 
yourself before the meeting.  If you are asking your supervisor to give his or her 
opinion on your progress, give him or her enough time (preferably a few days) to 
read any work you had produced up to that point.  It is essential that you keep to 
the prescribed schedule.  (Please See Annex D on the role of supervisors & students) 
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Checklist 5 

Supervisor  

- Find out an ELT expert amongst the approved names by the department who would 

advise you on issues such as the scope of the title, the academic suitability of your 

thesis, methodologies and resources to use and sources of information or 

assistance. 

- Get the consent form signed by your potential supervisor.  

- Discuss your research proposal with your supervisor and submit it to the 

Department within due date.  

- Consider that your supervisor is easily accessible to you and is cooperative.    

- Consult your supervisor in designing and coordinating research 

- Plan a number of formal meetings with your supervisor. 

- Make sure you know exactly just what it is that you need help with.  If necessary, 

make notes to remind yourself before the meeting. 

- If you are asking your supervisor to give his or her opinion on your progress, give 

him or her enough time (preferably a few days) to read any work you had produced 

up to that point.     
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8.   FORMAT 
 

8.1   Format and Style 
 

You will be required to abide by the following format and style as specified by the 
Department: 

 

- Font   Times New Roman 

- Chapter Headings 18 Bold 
- Headings   14 Bold CAPS 

- Sub-headings  14 Bold 

    (Do not italicize or underline the headings and sub-headings) 

-  Text   12 

- Paper quality  Offset paper 90 grams 

- Paper size  A4 – 213mm x 275mm 

- Spacing   Double 

- Paragraphing  Indented & space between paragraphs 

- Binding     

 -  Evaluation Copy Spiral binding 

 -  Final Copy  Hardbound covered with cloth 

- Colour of binding Dark Black 

- Spine   To contain student’s name, title of the thesis, level and year. 

- Citation Manual  MLA or APA (See Annex ???) 

- Margins   Left  1½”  3.8 cm 
Right  1”  2.5 cm 
Top  1¼”  3.2 cm 
Bottom 1”  2.5 cm 
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Title 
 

Font:  Times New Roman 

Size:  Topic    24 bold 

  Student’s name   18 bold 

  Name of the Dept.   16 bold 

  Name of the university   18 bold 

 

 

 

 

 

 

 

 

Title of the Thesis 
 

 

 

 

 

 

 

Student’s Name 
 

 

 

 

 

 

 

 

Department of English Language & Applied Linguistics 

Allama Iqbal Open University 

Year 

1” 

1” 

2” 

1½” 

 
Spine 

5 cm 

blank 

space 

The Inner title would be the same, plus: 

i. Statement of submission: 

Submitted in partial fulfillment of the requirements for the MA TEFL at the 

Department of English Language & Applied Linguistics, Faculty of Social 

Sciences, Allama Iqbal Open University, Islamabad. 

ii. Supervisor’s Name   iii. Month, Year 
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Text 
 

Font:  Times New Roman 

Size:  Chapter Headings  18 bold 

  Headings    14 bold CAPS 

  Sub-headings    14 bold 

(Do not italicize or underline the headings or sub-headings.) 

  Text    12  

Alignment Justified  

Spacing  Double 

Paraphrasing Either indent or don’t but consistent.  

 

 

1¼” 

1½” 

1” 

1” 

Chapter 2 

 

LITERATURE REVIEW 

 

2.1 THE EVOLUTION OF LANGUAGE TESTING 

 
It is common to see the evolution of both language 

teaching and language testing since the Second World War as 

falling into three generations.  These generations broadly 

parallel three stages in the evolution of language teaching: 

Stage 1 – Grammar / translation tests 

Stage 2 – Audio-lingual / Structural tests 

Stage 3 – Communicative tests 

 

It is usually said that the evolution of language testing 

inevitably lags behind that of language teaching, and, while 

this may be true of those places where innovation is most 

vigorous and most readily accepted, it is by no means true 

everywhere in the world.   

 

2.1.1 First Generation Tests 

These tests  draw  on a long  tradition  of  testing in  the 

 

22  
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8.2 Organization  
 
A research thesis probably include: 
 
i. Title Page  

ii. Inner Title  

iii. Abstract (2 pages) 

iv. Acceptance Certificate (Annex E) 

v. Dedication / Acknowledgements (optional) 

vi. Content List 

vii. Chapter 1: Introduction  

viii. Chapter 2: Literature Review 

ix. Chapter 3: Procedure of the study  

x. Chapter 4: Data Analysis  

xi. Chapter 5: Conclusion  

xii. Bibliography  

xiii. Appendices, if any 

 
- Prelims (Inner title – content list) will be numbered in Roman numerals –      

i, ii, iii, iv, etc. 

- Arabic numerals (1,2,3, etc.) will begin from Chapter 1. 

 
 
9. PLAGIARISM 
In case a thesis is found to be a plagiarized version of another thesis, research 
work/text, etc. published or unpublished, student’s candidature for MA shall be 
cancelled and he/she shall be debarred forever from admission to any programme 
of the University. 

 
In case the plagiarism is proved after the award of the degree, the degree shall be 
cancelled/withdrawn.  
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10. SUBMISSION & EVALUATION 
On completion of the research, you will submit three typed, spiral bound copies of 
the thesis to the department with a certificate from the supervisor. The supervisor 
will certify that: 
 

- The research was carried out under his/her supervision. 
- He/she is satisfied with the quality of work; and 
- The thesis meets the requirements of research at master’s level. 

 
The student while submitting the thesis for evaluation will submit a declaration that 
the thesis he or she is submitting has not already been submitted or published and 
shall not, in future, be submitted for obtaining a degree form another university or 
institution.  
 
In case some conditions or comments require changes and amendments in the 
thesis, the same will be communicated to the student giving him/her one month to 
submit the revised thesis to the Chairman. In case a student fails to satisfy the 
department in connection with the proposed changes/amendments within one 

Checklist 6 

Writing the Thesis 

- Set deadlines 

- Write regularly 
- Create a rhythm of work 
- Write up a section as soon as it is ready 
- Stop at a point from which it is easy to resume writing 
- Leave space for revisions/comments by the supervisor 
- Check that all essential sections have been covered 
- Check length is according to institutional requirements 
- Don’t forget the title page 
- Any acknowledgements and thanks 
- Include heading where possible 
- Number tables and figures and provide titles 
- Make sure all quotations are acknowledged 
- Provide a list of references 
- Appendices should only include items that are required for reference purposes.  

Do not clutter the thesis with irrelevant items. 
- Remember to leave sufficient time for revision and rewriting. 
- Try to get someone to read the thesis. 
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month or wants to apply for extension, he/she will be required to pay fee equal to 
one full credit course of the programme concerned every six months without 
violating the maximum period allowed for successful completion of the thesis. 

 
If a student gets pass marks, i.e., 40 percent from both the evaluators, the Chairman 
will arrange viva voce. The viva voce committee will certify satisfactory defence of 
the thesis and its acceptance for the Master’s degree and award marks out of 100.  In 
case the student is not able to satisfy the viva voce committee, he will be allowed 
two more chances to appear for viva voce within six months.  If he does not satisfy 
the viva voce committee the second/third time, the thesis will be rejected finally 
and the student will be allowed to enrol for some other topic. 
 
You will submit three hardbound copies to the department after the viva voce for 
declaration of result. 
 
 
11. MARKING  
The following factors are considered when marking thesis: 
- Aims and objectives (Are they clearly stated?  Are they reasonable?  Have they 

been achieved? ) 
- Research procedure (Has an adequate literature search been carried out?  Has a 

suitable research procedure been used?) 
- Content (Is the content appropriate for the topic, & the aims & objectives?  Is the 

level of details appropriate?) 
- Data Analysis (Has the data been analyzed appropriately and effectively?) 
- Theoretical understanding (How much theoretical understanding is there of the 

topic?  How well are issues argued?) 
- Organization 
- Design/Layout/Presentation 
- Use of language (grammar, spelling) 
- Referencing & Bibliography (Are quotations referenced properly? Is there an 

appropriate number of quotations?  Is the bibliography adequate?) 
 
A detailed grading profile is attached (Annex F) 
 
  



14 

Annex A 

 

SOME TITLES OF PREVIOUS THESES 
 
Sociolinguistics 
1. Dichotomy in Attitude of Students Towards English as Compulsory Courses 

and its Effects on Learning the Language 
2. The Effects of Different Social Classes in Language Learning Process  
3. Sociological Factors Affecting the Language Learning Process  
4. The Impact of an Enhanced Socio-Lingual Experience in English on Less 

Privileged  
 
Psycholinguistics  
5. A study of Motivational Factors in Selecting English Teaching Profession  
 

Approaches & Methodology 
6. A Study of the Implementation of Communicative Approach of English 

Language Teaching in Primary School (State)  
7. Teaching English Through Communicative Methodology at Matric Level  
8. Evaluations and Exploitation of Intermediate English Book 1 for Communicative 

Purposes  
9. Pedagogic Value of Stylistic Approach to the Teaching of English as a Foreign 

Language at Intermediate Level 
 

Skill Integration  
10. Teaching English Through Integrated Skills  
 

Listening 
11. Using Authentic Materials for Developing Listening Skills  
 

Speaking 
12. Teaching Oral Skills in Pakistan Through Drama Based on Local Culture  
13. Teaching Speaking Skills Through Audio Visual Aids 
14. Developing Speaking Skills at Secondary Level in Govt High School Ahmed Khel, 

Peshawar  
15. The Importance of Authentic Conversation in a Classroom Context  
16. Teaching Speaking Skills Through A.V Aids at Secondary Level  
17. Teaching Speaking Skills at Intermediate Level: Problems And Possibilities  
18. Training School Teachers to Communicate Effectively in the English Language 

Classroom  
19. The Importance of Authentic Conversation in a Classroom Context  
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20. Problems of Urdu Speakers at Tertiary Level in Learning Consonant Sounds of 
English at NUML Islamabad 

 
Pronunciation 
21. Identification of Problems of Production of Vowels by the Intermediate 

Students  
22. Diphthongal Problems of English for Pakistani Speakers 

 

Reading 
23. Role of Group Activities in Improving Reading Comprehension of Higher 

Secondary Class 
24. Research Paper on Improving Teaching o. Reading Comprehension in 

Classroom at Intermediate Level 
25. Teaching Reading Skills to the Upper Intermediate Students  
26. Reading Comprehension Through the Cloze Procedure  
27. New Horizons in Practical Reading  
28. Developing Reading Skills at the Elementary School level  
29. How to Teach Reading for Comprehension at Intermediate level  
30. Teaching of Reading and Writing Skills Through Short Stories at Matriculation 

level  
31. Teaching Silent Reading to Secondary Level Student  
32. Preparing Enrichment Material for Teaching Reading Skills  
33. Exploring the Deficiencies in the Existing Approaches to Reading Skills at 

Primary Level and Suggestions for Improvement 

 

Writing 
34. Teaching Paragraph Writing to the Secondary School Students in Urdu Medium 

Schools  
35. Developing Writing Through Communicative Approach  
36. Classroom Issues In Teaching Writing at Intermediate Level  
37. Developing Writing Skills Through Teaching Vocabulary at Tertiary Level  
38. Developing Writing Skills in the Learners of (9th & 10th Levels of Urdu 

Medium)  
39. The Use of Newspapers in Teaching Writing at Intermediate  
40. Feedback on Written Work of Secondary Level School Students Problems and 

Possibilities  
41. Teaching Writing Skills to Intermediate Students Through Communicative 

Approach  
42. Preparing Enrichment Material for Teaching Writing Skills  
43. Teaching Creative Writing Through Newspapers at Intermediate Level 
44. Introducing the Concept of Mind maps for the Development of Essay Writing 

Processes at BA Level 
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Vocabulary 
45. Aspects of Vocabulary Teaching to Pakistani Learners at Higher Secondary 

Level.  
46. The Use of Dictionary in Second Language Learning  
47. Teaching English Vocabulary Items through Synonyms and antonyms  
48. Use of Language Games in Developing Vocabulary at Primary Level in Rural 

Areas 
 

Syllabus Design 
49. Course Design Proposed for the School/College of Nursing, PIMS Islamabad  
50. The Use of Newspapers and Magazines in a Foreign Language Classroom  
 

Syllabus Evaluation 
51. Evaluation of the Syllabus of English Prescribed by the Punjab Technical Board 

of Education for Diploma in Associate Engineering Students  
52. Evaluation of English Syllabus of PTBB at Intermediate Level at Multan Board  
53. Evaluation of Existing English Syllabus Taught a Pakistan Military Academy Kakul   

 

Material Development 
54. Development of EFL Teaching Materials for Grade Five  
55. Materials Development for the Students of I IU, Islamabad  
 

Material Evaluation 
56. Evaluation of Punjab Textbook Board’s English Textbooks for Class 10 in the 

Light of Communicative Language Teaching  
57. An Evaluative Study of English Course at Intermediate Level  
58. Evaluation of AIOU ‘s Matric Course in English  
59. Evaluation of Interactive English Book V of the Primary/Secondary Schools at 

Islamabad  
60. Evaluation of an ELT Course 
61. Evaluation of the Existing Business Communication and Technical Writing for the 

Students of M.Com Banking with Specific Reference to B Z Univ., Multan 
62. Evaluation of the English Teaching Programmes at Primary Level Government 

Schools in the Punjab Province: a case study  
 

Adaptation 
63. Evaluation & Adaptation of Materials of intermediate English Course  
64. Material Evaluation and Adaptation (B.A. Compulsory Text Book)  
65. Teaching English Through Story Telling  
66. Innovation in the Classroom of English Language Teaching of Middle Level in 

Government Schools of Punjab  
67. Exploiting English Newspapers in English Language Classroom as an Innovation  
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Bilingualism 
68. Bilingualism as Personal and Social Problem with Reference to English  
69. Problem of Bilingualism in Education in Pakistan 
70. Effects of Bilingualism on Learning English at Primary Level in the Pakistani 

Education system  

 

Role of L1 
71. The Role of L1 in Foreign Language Acquisition  
 

Use A/V Aids 
72. Effective Use of A.V. Aids for Teaching English at Secondary Level  
73. Using Videos for Improving Fluency in Speaking English 
74.  The Use of Visual Aids for Teaching English Vocabulary to Class 3 at Govt. 

Primary School Thikrian (Gujrat)  
75. The Effective Use of Low Cost Visual Aids with Special Reference to 

Blackboard at Matric Level 
 

Language through Literature 
76. Teaching of Language Through Literature  
77. Using Literature in Language Teaching  
78. Use of Literature in an English language classroom  
79. Teaching of Creative Writing Through Poetry at Intermediate Level 
80. Teaching English Poetry through Stylistic Approach at the Graduate Level 
81. Using Folk Stories for Improving Reading and Writing Skills at Secondary 

Level 
 

ESP 
82. ESP in Pakistan Medical Colleges  
83. Teaching English for Understanding Instructions and Descriptions  
84. Achievements of Federal Government Girls School Students in Learning English  
85. A Study of Scope of an ESP Course for Professionals in the Field of Advertising 
86. Developing ESP Syllabus for Science Students at Secondary Level: A Case Study 
 

Error Analysis 
87. Spelling Errors Made by Students at Secondary Level: Causes and Suggestions 

to Improve Them  
88. Common Grammatical Errors made by Students at Graduation Level: Causes 

and Suggestions for Improvement 
89. Causes of Spelling Errors made by Primary Level Students in Federal 

Government Institutions and Suggestions for Improvement 
90. Analysis of Orthographic Errors in the Writing of English at O’Level  
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Grammar 
91. Teaching of Grammar Through Newspapers, Magazines and Periodicals to 

Diploma Students at National University of Modern Languages 
92. Exploiting English Newspapers in an English Language Classroom to Teach 

Correct Use of Articles and Past Tense in Writing to the Students of Diploma Level  

 

Testing 
93. Reliability of Marking the Essay-Type Tests in English at Secondary Level  
94. Analyzing Format of Test Items at Intermediate Level  
 

Classroom Management 
95. The Management of Classroom for Group/Pair Work Activities for Teaching 

English at Intermediate Level  

 

Teacher Training 
96. A Comparative Study of the English Syllabus and Teacher Training 

Programme (for Elementary Classes) 
97. Designing English Language Syllabus for Trainees at the Pakistan Naval Academy  
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Annex C 
 
 

(To be separately submitted to the Thesis Coordinator, Department of  English 
Language & Applied Linguistics at the t ime of  submission of  thesis.)  

 
 

 

FORWARDING SHEET 
 
The thesis entitled _________________________________________________________ 

by Mr/Ms _______________________ Roll No. __________ Semester _____________ 

has been completed under my guidance and I am satisfied with the quality of 

student’s research work. 

 
 
 
 

Date: _____________       Supervisor 
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Annex D 

The Dual Roles and Responsibilities: Student & Supervisor 

 

General role of the supervisor: 
 

 The general role of supervisors is to guide and assist students during their 
period of study.  

 
 Supervisors will provide guidance and assistance to students so that they 

may carry out their research and present their results to the best advantage. 
Every supervisor and every research student will be provided with some 
basic guidelines about their respective roles and responsibilities.  

 
 Supervisors will assist their students to: 

 plan their research studies 
 help students to define their research topic 
 identify the relevant research literature, data bases and other relevant 

sources 
 be aware of the standards in writing the research thesis  

 
 Supervisors should have a reasonable knowledge and understanding of 

the University's regulations governing research study, the Faculty, and 
departmental procedures. If they feel a question is outside their 
knowledge, they should direct students to the department. 

 
 Supervisors are responsible for providing appropriate and regular 

supervision to their students during their period of registered study, and 
for being accessible at mutually convenient times to listen and offer 
advice. Supervisors must provide their students with a minimum of 6 
supervisions/meetings a year, although it is expected that in many cases 
the actual number of discussions meetings between supervisor and 
student may exceed.  

 
 There is no specified single format for those meetings. In the case of part-

time students studying at a distance, some of the supervisions may take 
place by phone or e-mail. It is important that at the supervision meetings 
students' progress to date and the future direction of their research is 
discussed.  Some supervisors who are supervising a number of students 
sometimes prefer a group meeting or a progress seminar.  
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 Please ensure the maintenance of supervision records, i.e. attendance at 
supervision sessions and completion of assigned tasks. Supervisors may, 
from time to time, be required to provide reports on their students' 
progress to the department. 

 
 The supervisor should discuss with the student what personal, academic 

and professional guidance he/she requires in order to complete his/her 
research studies.  

 
 The supervisor should agree with the student on a realistic and 

achievable research study, which is feasible and compatible with the 
student's needs and within the limits of his/her registered period of 
study.  

 
 Where appropriate the supervisor should encourage and facilitate 

meetings between the student and other experts/ academics in the field, 
and encourage them to attend relevant seminars and conferences.  

 
 The supervisor should read and provide constructive criticism on the 

written drafts within a reasonable time.  
 

 The supervisor should advise students on the timing, construction and 
form of presentation of their thesis. 

 
 Help your students to manage their emotions, especially stress and 

anxiety.  
 

 For most of the students, the MA research project is actually often the 
first, large independent project the student will do, therefore, go slow and 
patiently and provide regular feedback. 

  

 Assist students in maintaining their motivation and direction and 
emphasize the need to follow an agreeable process of writing.  

 

 Emphasize clarity and simplicity. 

 
 Focus on the quality of the thesis. 

 
 Students need to be prompted to manage their time and may need to 

develop new skills and techniques - direct them to appropriate resources.  
 

 Break the project into smaller sections and budget time accordingly.  
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 If you supervise a number of students establish the group. Students can 

benefit from establishing a community, the stress of working in isolation 
is sometimes reduced and stress, problems and successes can be shared.  

 
 Encourage students to clarify and manage their priorities regarding other 

aspects of their life, for example family and work commitments.  
 
 
General role of the student: 
 

 The student should choose the supervisor, meet him or her, seek the consent, 
confirm to the department and then meet the supervisor to confirm a 
timetable and target dates. 

 
 Draft the first sketch of the synopsis under supervisor’s guidance.   

 
 Indicate to the supervisor that you are able to make the appropriate time 

commitment to your studies.  
 

 Keep to an agreed schedule of supervisory sessions.  
 

 Adhere to and meet the time schedule for progression of submissions and 
final work. 

 Maintain progress as agreed and required by the supervisor, and present 
drafts in sufficient time to allow comments and discussion before proceeding 
to the next stage. 

 
 Prepare a agenda of items for discussion, which they wish to explore at each 

supervisory meeting with the supervisor. 
 

 Keep a record of the number of books/articles read and annotated. 
 

 Candidates are reminded that supervisors are busy persons therefore adhere 
to dates and times of meetings (convenient to the supervisor) and be 
prepared to raise issues and show progress. 

 
(Farzana Ursani)
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submitted by ________________________________ Roll No. _______________ has 

been accepted by the Department of English Language & Applied Linguistics, 

Faculty of Social Sciences, Allama Iqbal Open University, Islamabad, in partial 

fulfillment of the requirements for the MA TEFL degree. 

 
 
 
 

______________________ 
Chairman 

 
 
 

______________________ 
External Examiner 

 
 
 

______________________ 
Internal Examiner 
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Annex F 
 

 

GRADING PROFILE  (Ada pted)  

 

Aspect of work Fail              

(below 33%) 

Grade D            

(33 – 45 %) 

Grade C             

(45 - 55 %) 

Grade B            

(55 – 65 %) 

Grade A        

(65% +) 

Thesis 
Management 

Introduction 
(Background / 
Reasons for 
Research) 

Aims:  Not 
clearly 
identified or 
unrealistic 

Component 
Management: 
Very poor, 
with very 
detrimental 
effect on the 
outcomes 

Aims: 
somewhat 
muddled & 
unrealistic 

Component 
Management: 
Poor, with 
detrimental 
effect on the 
outcomes 

 

Aims: Fairly 
clear and 
realistic 

Component 
Management: 
some 
difficulties, but 
detrimental 
effects only 
limited. Fair 
grasp of the 
strengths & 
weaknesses of 
the research 
work. 

Aims: Clear & 
realistic 

Component 
Management: 
Effectively & 
with some 
initiatives.  
Quite good 
grasp of the 
strengths & 
weaknesses of 
the research 
work.  

Aims: Very 
clear & realistic 

Component 
Management: 
Effectively & 
with good 
initiatives.  
Good grasp of 
the strengths & 
weaknesses of 
the research 
work. 

Knowledge 
Base & 
Theoretical 
Understanding 

(Literature 
Review) 

Very piecemeal 
knowledge of 
relevant 
theories & 
concepts, with 
superficial & 
often 
inaccurate 
understanding 

Rather 
piecemeal 
knowledge of 
relevant 
theories & 
concepts, with 
superficial & 
often 
inaccurate 
understanding 

Description of 
main theories 
& concepts, but 
rather 
superficial 
understanding 
& some 
inaccuracies  

Quite broad 
knowledge of 
relevant 
theories & 
concepts, with 
thoughtful & 
usually 
accurate 
understanding 

Broad & 
integrated 
knowledge of 
relevant 
theories & 
concepts, with 
in-depth & 
accurate 
understanding 

Research 
Procedure 

Little or no 
consideration 
of research 
procedure, and 
very poor 
implemented 

Inaccurate 
understanding 
of research 
procedure & 
poorly 
implemented 

Fair 
understanding 
of research 
procedures, 
but some 
implementatio
n problems.  
Rather limited 
awareness of 
the strengths & 
weaknesses of 
the chosen 
procedure 

Fair 
understanding 
of research 
procedures, & 
satisfactory 
implementatio
n.  Quite good 
understanding 
of the strengths 
& weaknesses 
of the chosen 
procedure 

Good 
understanding 
of research 
procedures, 
well 
implemented, 
& good 
understanding 
of the strengths 
& weaknesses 
of the chosen 
procedure 

Data Analysis 
& Presentation 

Very 
inaccurate and 
very limited 
analysis of 
data, with poor 

Limited & 
rather 
inaccurate 
analysis of 
data, with poor 

Fairly clear 
analysis of data 
but with some 
noticeable 
inaccuracies.  

Clear & 
generally 
accurate 
analysis of 
data, with 

Very clear, 
accurate & 
thoughtful 
analysis of 
data, with 
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presentation, 
no synthesis 

presentation & 
very little 
synthesis 

Presentation 
clear but 
unimaginative, 
little synthesis 

good use of 
tables/charts, 
but with some 
difficulty in 
synthesizing 
material 

good use of 
tables/charts, 
& with good 
synthesis 

Handling of 
Concepts & 
Issues 

Very 
superficial 
discussion 
with little or no 
focus.  Poor 
integration, & 
little or no 
originality 

Superficial 
discussion that 
is not well 
focused, and is 
poorly 
integrated.  
Few original 
ideas 

Coherent 
discussion 
although 
material not 
very well 
integrated or 
focused.  Little 
independent 
thinking 

Thoughtful & 
focused 
discussion.  
Show some 
independent 
thinking & 
good 
integration of 
ideas 

Very 
thoughtful & 
focused 
discussion.  
Shows 
extensive 
independent 
thinking & 
very good 
integration of 
ideas 

Applications 
to the Field (if 
applicable) 

Virtually no 
links made 
between theory 
& practice, & 
very poor 
understanding 
& handling of 
practical 
demands & 
constraints 

Very few links 
made between 
theory & 
practice, & 
weak 
understanding 
& handling of 
practical 
demands & 
constraints 

Some links 
made between 
theory & 
practice, & 
limited 
understanding 
& handling of 
practical 
demands & 
constraints 

Good links 
made between 
theory & 
practice, & 
quite good 
understanding 
& handling of 
practical 
demands & 
constraints 

Very good 
links made 
between theory 
& practice, & 
good 
understanding 
& handling of 
practical 
demands & 
constraints 

Structure, 
Grammar  & 
Written 
Expression 

Incoherent 
organization, 
very inaccurate 
English, with 
parts where the 
meaning is 
unclear, not 
properly 
proofread 

Although there 
are some 
organizing 
principles, the 
overall 
presentation is 
fragmented.  
Some blatant 
errors in 
English 
expression 

Organization is 
satisfactory, 
English is 
generally 
accurate, 
although the 
style is rather 
poor 

Organization is 
good, English 
is generally 
accurate, and 
the style is 
satisfactory 

Organization is 
very good, 
English is 
accurate, & the 
style is flowing 
& articulate 

Referencing  Very 
inaccurate and 
incomplete 
referencing. 

Some sources 
referenced 
appropriately, 
but many 
either omitted 
or referenced 
wrongly 

Fairly 
competent 
referencing, 
but some either 
omitted or 
referenced 
wrongly 

Good 
referencing 
with only 
limited errors 
& omissions 

Very good 
referencing 
with very few 
errors or 
omissions 

Format  
Specified 
format not 
followed  

To some 
extent, with a 
little deviation 

Format 
followed, with 
some deviation 

Format 
followed with 
limited 
deviation 

Fully followed. 
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Annex G 

 

AMAZING ELT LINKS 
 
www.britishcouncil.org.hk/english/eltsites - 18 pages of excellent links including teacher 
resources, student resources and authentic materials  
 
www.english-forum.com/teaching - Another comprehensive list of links - 17 pages in total, 
including lesson plans, teaching organizations, jobs, online exercises and instant lessons. 
 
www.aol.com/eslkathy/esl - The ESL Centre's links, 7 pages of exercises for pronunciation, 
listening, vocabulary, games and news. 
 
www.eleaston.com - A very comprehensive site of links including tons of authentic material, 
resources, lesson plans and information. 
 
www.tripod.com - Possibly the best all-round site for English learners, with plenty of links to 
other sites 
 
 
Dictionaries and Encyclopaedias 
www.awl-elt.com/dictionaries - The Longman online interactive dictionary. Lots of activities and 
ideas for all levels. 
 
www.cambridge.org - Search four Cambridge University Press dictionaries on line. 
 
www.dictionary.com - Offers many different dictionaries and directories including a multitude of 
languages, Roget's Thesaurus, and language discussion forums. 
 
www.microsoft.com/education/lesson/tag/encarta98 - Ideas for using Encarta in the classroom. 
 
www.voycabulary.com - A desktop dictionary that can be used to check the meaning of words 
whilst surfing the Net in many different languages. 
 
 
Grammar 
www.learnenglish.org.uk - The British Council UK's offering of activities for children, teens and 
adults at a range of levels, including games, poems, and grammar. 
 
www.home.net/englishzone - Loads of activities for all sorts of grammar, vocabulary, idioms, 
jokes, hours of self-access material for students and activities for teachers. 
 
www.english-forum.com - A mix of grammar, vocabulary and idioms for a range of levels. 
 
www.educationalsoftware.co.uk - Includes grammar page, downloads of EFL games, tips for 
teachers, easy to move around and use, especially useful for self-access. 

http://www.britishcouncil.org.hk/english/eltsites.htm
http://www.english-forum.com/teaching.html
http://www.aol.com/eslkathy/esl
http://www.eleaston.com/
http://www.tripod.com/
http://www.awl-elt.com/dictionaries/index.html
http://www.cambridge.org/
http://www.dictionary.com/
http://www.microsoft.com/education/lesson/tag/encarta98
http://www.voycabulary.com/
http://www.learnenglish.org.uk/welcome_english.html
http://www.home.net/englishzone
http://www.english-forum.com/interactive/
http://www.educationalsoftware.co.uk/


31 

www.englishclub.net - Simple activities for intermediate levels. 
 
  
News 
www.thepaperboy.co.uk - Links for newspapers from all over the world. 
 
www.guardianunlimited.co.uk - Probably the most useful and user-friendly newspaper site, 
with a search facility so that you can find articles on, say, Venezuela at the touch of a button. 
 
 
Puzzles & Games 
www.kidcrosswords.com - Just as it says . . .and other puzzles too 
 
www.puzzlemaker.com - Every kind of puzzle you can imagine 
 
www.manythings.org - Random collection of activities and puzzles 
 
 
Skills 
www.hio.ft.hanze.nl/thar/listen - Excellent listening exercises in real-audio with activities. 
 
www.advanced.org - This site gives all the stages for effective writing. 
 
www.thinkquest.org - Help with story writing 
 
 
Songs 
www.eslpartyland.com/teachers/nov/music - An excellent site with links and suggestions for 
using music and songs in class. A very lively and usable site. 
 
 
Story Sites 
www.nationalgeographic.com/grimm - Great kids' site with the Grimm fairytales 
 
www.storyarts.org/classroom - Includes lesson plans and methodology and a great story library. 
 
 
Teacher Resources 
www.english-forum.com - A good variety of resources and research tools. 
 
www.eduplace.com - Resources for English as well as math, science, social studies. Includes sites 
for students too. 
 
www.english-to-go.com - Reuters provides online news. A, free lesson every week, but you need to 
subscribe to receive endless lessons. 
 
www.tesol.com - Enter the English Zone for everything from reference material to resources to chat. 

http://www.englishclub.net/homework/index.htm
http://www.thepaperboy.co.uk/
http://www.guardianunlimited.co.uk/
http://www.kidcrosswords.com/
http://www.puzzlemaker.com/
http://www.manythings.org/
http://www.hio.ft.hanze.nl/thar/listen.htm
http://www.advanced.org/
http://www.thinkquest.org/
http://www.eslpartyland.com/teachers/nov/music.htm
http://www.nationalgeographic.com/grimm/
http://www.storyarts.org/classroom/index.html
http://www.english-forum.com/
http://www.eduplace.com/main.html
http://www.english-to-go.com/
http://www.tesol.com/
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www.iteslj.org/links - Very comprehensive site of links from planning lessons, to web authoring. 
 
www.homestead.com - A very comprehensive site pitched at 3 levels elementary, pre-intermediate 
and intermediate. 
 
www.smic.be -  Worksheets can be copied into word for use in class, includes vocabulary, grammar 
and dictation at intermediate level and above. 
 
www.eslnotes.com - Lessons for the movies, - include a plot summary, a list of characters, a 
glossary of vocabulary and various cultural references and questions for ESL class discussion  
 
www.about.com - Very big resource for everything from grammar, TOEFL to clipart. 
 
 
Young Learners & Teenagers 
 
Search Engines 
www.yahooligans.com - A search engine that provides for "safe surfing". 
 
Teens 
 www.mysterynet.com - Stories to read and mysteries to solve, as well as scary stories and magic 
tricks! 
 
www.homeworkhigh.com/english - Answers all you problems with grammar, - send an email 
and wait for the answer. Also has help with other  
 
Young Ones 
www.toweroflondontour.com - Quizzes and activities. 
 
www.home.com - Nursery rhymes and songs for kids. 
 
www.alfy.com - Excellent educational site for young kids with stories, theme-related activities, 
great potential once you know what's on there. 
 
www.billibear.com - Billi Bear's kids site. Just a small page which can be used alone or with the 
Muzzy series of books and videos. 
 
www.bbc.co.uk/education/wordsandpictures/phonics - The BBC phonics page. 
 
www.askmytutor.co.uk - On line help, advice, cartoons, and idioms. 
 
www.teflfarm.com - A nice site for resources for young learners (but is intended for native 
speakers), has stories, poems and quizzes. 
 
www.preschoolrainbow.org - Resource of rhymes and activities for use with young ones. 
 

http://www.iteslj.org/links
http://www.homestead.com/ESLflow/Index.html
http://www.smic.be/smic5022/teacherhandouts.htm
http://www.eslnotes.com/
http://www.about.com/
http://www.yahooligans.com/
http://www.mysterynet.com/
http://www.homeworkhigh.com/english/frame.html
http://www.toweroflondontour.com/kids/kidsquiz.html
http://www.home.com/
http://www.alfy.com/
http://www.billibear.com/
http://www.bbc.co.uk/education/wordsandpictures/phonics.shtml
http://www.askmytutor.co.uk/
http://www.teflfarm.com/index.html
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Annex H 
 

QUOTING AND PARAPHRASING  
 
You often involve integrating information from published sources into your own writing. 
This means you need to be careful not to plagiarize: "to steal and pass off (the ideas and 
words of another) as one's own" or to "present as new and original an idea or product 
derived from an existing source."  

 
 

Creating a Successful Summary or Paraphrase  
When reading source material, treat each passage as a discrete unit of thought to be 
assimilated into your own thoughts. Try to understand the passage as a whole, rather than 
pausing to write down ideas or phrases that seem, on first inspection, significant. Read 
purposefully, with a larger conceptual framework in clear view, and integrate each reading 
into that controlling purpose. 
 
After reaching a clear understanding of the ideas contained in the source, summarize that 
information in your own words. Remember that you are taking notes, not copying down 
quotations. Your task is to extract, distill, and compress essential content that will be useful 
in creating a paraphrase. Occasionally you may find it useful to quote words or phrases 
directly from the source, but limit yourself to very brief quotations, and be sure to use 
quotation marks and to record page numbers in your notes. 
 
 

What Must Be Documented  
 
Quotations 
If you use an author's specific word or words, you must place those words within 
quotation marks and you must credit the source. 
 
Ideas 
If you borrow an author's specific ideas, you must document their source.  
 
 

Introducing Quotations  
Introduce a quotation by signaling that it is coming and perhaps by indicating your 
purpose in using it. You may name the title of the source and the author in a signal phrase: 
In her book Contemporary Feminist Thought, Eisenstein warns against a "false universalism 
that addresses itself to all women." Or you may wish to name only the author: In a 
discussion of Enlightenment political philosophy, Eisenstein asserts that while "liberal 
theory contested the divine right of monarchs and aristocrats to political rule," women 
questioned the "divine" right of men to deny suffrage to half the population. There are 
many graceful ways to integrate a quotation into your text, but try to keep in mind that 
quotations are confusing if they appear to "drop from the sky." 
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Punctuating and Formatting Quotations  
The formatting and punctuating of a quotation depends on the type of quotation (prose or 
poetry), the length, and even the portion of the quotation you chose to use. 
 
Short Direct Prose 
Short direct prose quotations should be incorporated into the text of the paper and enclosed 
in double quotation marks. For example: According to Jonathan Clarke, "Professional 
diplomats often say that trying to think diplomatically about foreign policy is a waste of 
time." 
 
A Quotation Within a Quotation 
For a quotation within a quotation, use single quotation marks. For example: The new head 
of General Motors is cautiously optimistic about the influence the resurgent U.S. auto 
industry can have on the entire domestic economy, according to a recent Time magazine 
story. "All told, GM's Smith estimates, the recovering industry is now strong enough to add 
1 ½%--$20 billion--to the nation's gross domestic product in the last quarter of this year. `It's 
been a long time, but you always thought of the U.S. auto industry as the engine of 
economic recoveries in the 1950s and '60s,' says Smith. `I think we could be that kind of 
locomotive again.'" 
 
A Quotation of Four or More Typewritten Lines 
Quotations of four or more typewritten lines should be set off from your text in single 
spacing and indented in their entirety, generally 5 or 10 spaces from the left margin, with 
no quotation marks at beginning or end. Rules about how many spaces to indent and about 
whether to single- or double-space extended quotations vary with different documentation 
systems; check the guidelines for the particular system you're using. 
 
A Quotation of Up to Three Lines of Poetry 
Quotations of up to three lines of poetry should be integrated into your sentence. For 
example: In Julius Caesar, Antony begins his famous speech with "Friends, Romans, 
Countrymen, lend me your ears; / I come to bury Caesar, not to praise him" (III.ii.75-76). 
Notice that a slash (/) with a space on either side is used to separate lines. 
 
A Quotation of More than Three Lines of Poetry 
More than three lines of poetry should be indented. As with any extended (indented) 
quotation, do not use quotation marks unless you need to indicate a quotation within your 
quotation. 
 
Quoting Only a Portion of the Whole 
Use an ellipsis (. . .) only when it is not obvious that you are quoting only a portion of the 
whole. 
 
To Add Your Own Clarification, Comment, or Correction 
Within quotations, use square brackets [ ] (not parentheses) to add your own clarification, 
comment, or correction. For example, the material enclosed in square brackets in the 
following sentence was added to clarify the quotation: "He [Hamlet] changes significantly 
after seeing Fortinbras and his army." Use [sic], which is Latin for "in this manner," to 
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indicate that a mistake or problem of some sort is in the original material you are quoting 
and is not a mistake you introduced in your transcription. 
 
General Punctuation of Quotations 
Place commas and period inside the closing quotation marks, but all other punctuation 
marks--such as semicolons, colons, exclamation points and question marks--go outside the 
closing quotation marks except when they are part of the quoted material. 

 
 

Documentation Styles 
 

Most academic writing draws on previous research, writings, and materials. While some 
assignments require you to focus on your own experiences, impressions, and responses, 
more advanced writing projects will require you to gather, evaluate, and use the work of 
others. And when you do draw upon the work of others, you must give proper credit. 
Failure to do so constitutes plagiarism. 
 
In fact, if you learn a few basic rules, you'll be able to quickly format your researched 
papers in accordance with the style that is required for your course. 
 
The major documentation styles: 

 American Psychological Association (APA)  
 Modern Language Association (MLA)  

 
 

General information about documentation 
 
What are documentation styles? 
Documentation styles have been established to provide you with a way to give credit for 
work that you have used in writing your paper. It is important to cite sources not only to 
give credit where it's due, but also to allow the reader of your work to locate the sources 
you have consulted. In short, the reader of your paper must be able to use the information 
you provide, both in the text and in appended list(s), to duplicate the research you have 
done.  
 
A documentation style is a standard approach to the citation of sources that the author of a 
paper has consulted, abstracted, or quoted from. It prescribes methods for citing references 
within the text, providing a list of works cited at the end of the paper, and even formatting 
headings and margins. Different academic disciplines use different documentation styles; 
your instructor may require you to use a particular style, or may allow you use one of your 
choosing. It is important to fully understand the documentation style to be used in your 
paper, and to apply it consistently.  
 
What to document 
In general, you must document information that originates in someone else's work. All of 
the following should be accompanied by a reference to the original: 

 Direct quotations  
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 Paraphrases and summaries  
 Information and ideas that are not common knowledge or are not available in a 

standard reference work  
 Any borrowed material that might appear to be your own if there were no citation  

 
By now you're likely wondering, "Yes, but how do I know where the ideas of others end 
and my own begin?" If you're writing papers that require research, you've probably been in 
academia long enough to know that the only good answer to such a question is, "Good 
question." Giving credit where it's due is a founding principle of academic inquiry, one that 
fosters the free exchange of ideas. Ultimately, you'll need to decide for yourself which ideas 
you can claim as your own and which should be attributed to others. Perhaps we should 
consider how we'd like our work to be credited, and use that as our guide.  
 
Gathering information for documenting sources 
You can make the process of applying any documentation style easier if you keep good 
notes while you perform research. Write down the most complete bibliographic 
information available for each source that you consult; you may want to take a look at the 
sample references list for the style you will be using to get an idea of the amount of detail 
that's required. If you write out quotations or data from a source, be sure to note the 
number of the page(s) on which the information appears in the original. Double check the 
quotation for accuracy before you return the source to the library.  
It's a good idea to put citations into your paper as you draft it. When you quote, put the 
source and page number directly after, perhaps marked with asterisks. When you refer, do 
the same. And when you place a citation in your text, add the source to your working 
bibliography. When it comes time to put the finishing touches on your paper, the 
information you need will be available right in your text, and may be easily put into the 
proper format.  
 
 
Which style should I use? 
The choice as to which style is appropriate for a given paper may be determined by three 
factors: the requirements of the particular course, the standard for the discipline in which 
you are studying, or your individual preference.  
   
 

Quoting vs. Referring 
 

Documentation styles provide methods for you to cite (refer to the original source of) the 
information you quote from or refer to in your paper. The difference between quoting and 
referring may seem small, but it is significant; therefore, some documentation styles 
emphasize the former, while others focus on the latter.  
 
You should provide a quotation from a source when the wording of the original is 
important. If the author makes a point in a particularly insightful, original, or concise way, 
then you should allow that author's words to speak for themselves. This is most often done 
in humanities disciplines, such as the study of history and literature, because often the 
words used are as important as the meaning they convey. Thus, the primary 



37 

documentation style used in the humanities, that of the Modern Language Association 
(MLA), allows for page numbers alone to appear after quotations; the author and work are 
usually clear from the context in which the quotation appears.  
 
In the scientific disciplines, by contrast, quotation is less often used than reference. The 
purpose of referring to the previous research of others is to establish findings and evaluate 
results; the word choice of individual scientists is less important. Therefore, the 
documentation style established by the American Psychological Association (APA) 
provides for author and date to be provided after a reference; the page number is omitted 
unless a quotation is included (it often isn't). 
 
An example may be helpful here. The author of the first passage wishes to capture the 
flavor of the original by quoting; the author of the second simply wishes to refer to the 
original to help make a point. 
 
Quotation 

In the state of nature, Hobbes considered "the life of man, solitary,  poor, nasty, 
brutish, and short" (207).  

 
Reference 

Theories of the primitive state of nature abounded at this time (Hobbes, 1651).  
The question of when to refer and when to quote is one that can only be answered within 
the context of the purpose of your paper. If you are writing a literary analysis, direct 
quotation of the text will allow you to perform a more specific, concrete analysis. If you are 
writing a research project, however, it is much more important that you refer to previous 
research and provide summaries of findings.  
 
Citing sources 
The mechanics of citing sources will vary from style to style, but there are two primary 
methods of giving citations: parenthetical (in-text) references and notes. Although most 
documentation styles provide guidelines for both in-text references and notes, each is 
generally identified with one or the other. 
 
Parenthetical references 
Systems of parenthetical reference have become popular in the past twenty years or so. 
Their greatest strength from the standpoint of the reader is that they don't obligate the 
reader to search for citations at the bottom of the page or at the end of the document; all 
necessary information is located in the text, immediately following the quotation or 
reference. From the standpoint of the writer, parenthetical reference styles are much easier 
than notes to format and keep track of (although most word processors will handle this 
automatically).  
 
Parenthetical references work in conjunction with the list of sources that appears at the end 
of your document. That is, the information that appears in parentheses after a quotation or 
reference allows the reader to turn to the list of sources and identify which one is being 
cited. Thus, if a particular author has more than one entry in the list of sources, your 
parenthetical reference must give enough information to allow the reader to identify which 
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work is being cited. This may involve including the year of publication, or a shortened 
version of the title, or both.  
 
The information provided in the parenthetical reference varies from style to style. Because 
the chronology of previous research is important in evaluating its usefulness, the APA style 
requires the date to be included with the author's name. Other styles, such as the MLA 
style, require only the page number for quotations (as long as there will be no confusion as 
to which work is being cited). 
 
Notes 
The citation of materials in footnotes (appearing at the bottom of the page) and endnotes 
(appearing at the end of the document, usually beginning on a separate sheet) is a more 
traditional method for identifying original sources. One advantage of giving citations in 
notes is that the reader will not be interrupted by sometimes lengthy references in the text. 
And now that word processors are able to manage the formatting of notes automatically, 
the writer no longer needs to set aside time to adjust the spacing of every page to 
accommodate them.  
 
Unlike the parenthetical-reference styles, note-based styles do not require the appending of 
a list of sources. Instead, complete bibliographic information is provided in the first note 
that cites a work; subsequent notes referring to that work will use a shortened version of 
the citation. Therefore, the author need not worry about omitting any works from a list of 
sources, or accidentally including any that aren't actually referred to or quoted from.  

 
 

APA Documentation 

 

Citations  
In APA style, citations to original sources are given in the text of the paper. They follow the 
information drawn from the source(s), and are enclosed in parentheses. To illustrate the use 
of parenthetical citation, we have provided a set of guidelines with examples. 
  
Guidelines for parenthetical (in-text) references 
 
Placement 
You have three options for placing citations in relation to your text.  
1. Place the author(s) and date(s) within parentheses at an appropriate place within or at 
the end of a sentence:  

Example: Researchers have pointed out that the lack of trained staff is a 
common barrier to providing adequate health education (Fisher, 1999) and 
services (Weist & Christodulu, 2000).  

 
2. Place only the date within parentheses:  

Example: Fisher (1999) recommended that health education be required for 
high school graduation in California.  
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3. Integrate both the author and date into your sentence:  
Example: In 2001, Weist proposed using the Child and Adolescent Planning 
Schema to analyze and develop community mental health programs for 
young people. 

 
Place citations within sentences and paragraphs so that it is clear which material has come 
from which sources. Use pronouns and transitions to help you indicate whether several 
sentences contain material from the same source or from different sources: 
Symthe (1990) found that positioning influences ventilation. In his study of 20 ICU patients, 
he used two methods to. . . . However, his findings did not support the work of Karcher 
(1987) and Atley (1989) who used much larger samples to demonstrate that. . . . 
Two or more authors 
 
When a work has a single author or two authors, cite their names and the date of 
publication whenever you refer to their work in the text. (Exception: Within a given 
paragraph, do not include the date after the initial citation unless you are citing other 
publications elsewhere in your paper by the same author(s).) Join two co-authors in the text 
with the word "and", but within parentheses use an ampersand (&). 
If authors have the same surname, always include their initials in each citation. 
When citing co-author groups of three to five authors, cite all names and the date in the 
initial citation, but only the first author followed by et al. and the date in subsequent 
citations. 
 
For co-author groups of six or more authors, cite in the text only the surname of the first 
author followed by et al. and the date. If two or more six-author groups shorten to the same 
surname, cite the surnames of as many subsequent authors as needed to distinguish 
references. 
 
No author 
If a work has no author, use the first two or three words of the title (omitting a beginning 
article), and capitalize each word of your shortened version. Place the short title in 
quotation marks if it is an article or chapter, or underline it if it is a book or periodical. 
Substitute the short title for the name of the author. An article: ("Learned Helplessness," 
1985). The full title appears alphabetically in the reference list (without quotation marks) in 
the author position. 
 
When citing an edited work (a book, a report, a monograph) and that work has no author, 
the editor(s) assume the author position. 
 
Multiple references 
Alphabetize multiple references within parentheses and separate author groups with a 
semicolon. You may separate a major reference from others by inserting "see also" before 
remaining references, which appear alphabetically: 
(Patel, 1990; see also Arndt, 1986; Turgel, 1992).  
 
When selecting one or more authors to represent the work or findings of a large group of 
authors, inform the reader by including e.g. within the citation: 
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A large number of studies have shown that variations in brain waves are common (e.g., 
Engle, 1993a; Reuter, 1990; Trautman, 1987). 
 
Punctuation 
Commas: use a comma 

* between surnames and initials 
* between newspaper title and p. or pp. 
* between journal title and volume number 
* between volume number and page numbers 
* between issue number and page numbers 
* between city of publication and state 
* before & and et al.  

 
Periods: use a period 

* between author(s) and date 
* between article title and journal title 
* between book chapter and book title 
* before retrireview statement for electronic references 
* at the end of each reference list item unless the item ends with a URL 

When an author-date citation appears at the end of a sentence, place the period after the 
parentheses. When an author-date citation appears mid-sentence, punctuation depends on 
the context. 
 
Parentheses: use parentheses around 

* date of publication 
* Ed. or Eds. 
* edition number 
* issue number  

 
Spacing: spacing has changed in the new APA guidelines: only one space after periods, 
except for initials within parentheses. For example: (U.S.) 
 
Other guidelines 
Indicate in the text when you are citing from a secondary source in one of the following 
ways: Place both authors in the same citation at the end of the sentence: (Smith, 1976, cited 
in Carrington, 1989); or cite them separately within the sentence: Smith (1976) formulated a 
theory about deviant behavior (cited in Carrington, 1989). 
 
Use appropriate verbs to distinguish between empirical and nonempirical works: 
"Zuckerman (1989) compared two groups of. . ." (empirical) vs. "Basil (1991) wrote 
extensively about. . ." (nonempirical). Also inform the reader about background 
information: "For a review, see. . ." or "(see discussion in Ryan, 1990)." 
 
When citing more than one article published by an author in the same year, repeat the year, 
but add a suffix to represent each article (Wilbourn, 1988a, 1988b). Suffixes are assigned 
according to the alphabetical order of the first major word in each title and also appear in 
the reference list, where the author's name is repeated for each article. 
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References  
APA style requires two elements for citing outside sources: parenthetical (in-text) 
references, and a references list. Together, these elements allow your reader access to the 
sources you consulted. 
 
For the system to function, all authors cited in the text must appear in the references list, 
and all authors listed must have been cited in the text. 

 
Sample references list entries 
 
Journal articles (please note some entries are specifically for certain numbers of authors) 
One author 
Roy, A. (1982). Suicide in chronic schizophrenia. British Journal of Child and Family Studies, 
141, 171-177. 
 
Continuous pagination (by volume; two authors) 
Adkins, A., & Singh, N. N. (2001). Reading level and readability of patient education 
materials in mental health. Journal of Child and Family Studies, 10, 1-8. 
 
Paginated by issue (three to six authors) 
Baldwin, C. M., Bevan, C., & Beshalske, A. (2000). At risk minority populations in a church-
based clinic: Communicating basic needs. Journal of Multicultural Nursing & Health, 6(2), 26-28. 
 
Entire issue 
Conover, T. N. (Ed.). (1986). Testing concepts: Measurements of health [Special Issue]. 
American Psychologist, 42(18). 
 
Journal Article in press 
Smith, R. W., Huber, R. A., & Shotsberger, P. G. (in press). The impact of standards guided 
equity and problem solving institute on participating science teachers and their students.  
North Carolina Journal of Teacher Education. 
 
Journal Article with six authors 
Utley, C. A., Reddy, S. S., Delquadri, J. C., Greenwood, C. R., Mortweet, S. L., & Bowman, 
V. (2001). Class-wide peer tutoring: An effective teaching procedure for facilitating the 
acquisition of health education and safety facts with students with developmental 
disabilities. Education and Treatment of Children, 24, 1-27. 
 
Journal Article with seven or more authors 
Yawn, B. P., Algatt-Bergstrom, P. J., Yawn, R. A., Wollan, P., Greco, M., Gleason, M., et al. 
(2000) An in-school CD-ROM asthma education program. Journal of School Health, 70, 153-159. 
 
Electronic issue of journal based on print source 
Hackett, E. J. (Ed.). (1994). Perspectives on scientific misconduct [Special issue, electronic 
version]. Journal of Higher Education, 65(3).  
(Note: Brackets are used to enclose information about the form of a document, 2 items in this case) 
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Electronic version of journal article that differs from print version (e.g., no page numbers, 
tables reduced) 
Weist, M. D. (2001). Toward a public mental health promotion and intervention system for 
youth.  Journal of School Health, 71, 101-104. Retrieved August 25, 2001, from ProQuest 
database. 
 
Review of a book 
Grabill, C. M., & Kaslow, N. J. (1999). An ounce of prevention: Improving children's mental 
health for the 21st century [Review of the book Handbook of prevention and treatment with 
children and adolescents]. Journal of Clinical Child Psychology, 28, 115-116. 
 
Article in Internet-only journal; secondary reference 
Greenberg, M. T., Domitrovich, C., & Bumbarger, B. (2000, March 30). Prevention of mental 
disorders in school-aged children: Current state of the field. Prevention and Treatment, 4, 
Article 1. Retrieved August 24, 2001, from  
http://journals.apa.org/prevention/volume4/pre0040001a.htm 
 
 
Books 
Book with single author 
Baxter, C. (1997). Race equality in health care and education. Philadelphia: Balliere Tindall. 
 
Other than first edition (a republished work) 
Slocum, J. (1985).  Sailing alone around the world. In W. M. Teller (Ed.), The voyages of 
Joshua Slocum. (pp. 225-383). Dobbs Ferry, NY: Sheridan House Inc. (Original work 
published 1900) 
 
Editors as authors 
Stock, G., & Campbell, J. (Eds.). (2000). Engineering the human genome :An exploration of the 
science and ethics of altering the genes we pass to our children. New York: Oxford University 
Press. 
 
English translation 
Dykes, S. L. (1987). Cognition and development (J. Nuise, Trans.). New York: Academic Press. 
(Original work published 1958.) 
 
Article or chapter in edited book 
Eiser, S., Redpath, A., & Rogers, N. (1987).  Outcomes of early parenting: Knowns and 
unknowns. In A. P. Kern & L. S. Maze (Eds.), Logical thinking in children (pp. 58-87). New 
York: Springer. 
 
Corporate author as publisher 
National Institute of Mental Health. (1989). Manual of cognitive learning.  Washington, DC: Author. 
 
Magazine article 
Greenberg, G. (2001, August 13). As good as dead: Is there really such a thing as brain 
death? New Yorker, 36-41.[Note: Use vol. no. if available.] 
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Newspaper article 
Discontinuous pages 
Reichenbach, M. (1988, May 10). Mind and body of a child. Christian Science Monitor, pp. 4, 16. 
 
No author 
Understanding early years as a prerequisite to development. (1986, May 4). The Wall Street 
Journal, p. 8. 
 
Electronic version of article from daily newspaper; no author 
Mad-cow may tighten blood-donor curbs. (2001, April 19). The Gazette [Montreal], p. A13. 
Retrieved August 25, 2001, from Lexis-Nexis database. 
 
 
Publication, private organization 
Swift, A. C. (1985). Determining our children's future (Report no. 12). Milwaukee: Child Care 
of Wisconsin. 
 
 
Government reports 
Single author 
Williamson, F. J. (1983). Child psychology in the public schools  (Contract No. 100-4-62). 
Washington, DC: National Institute of Education. 
 
Report from Government Printing Office (GPO) 
National Institute of Mental Health. (1998). Priorities for prevention research (NIH Publication 
No. 98-4321). Washington, DC: U.S. Government Printing Office. 
(Note: Any document available from GPO should show GPO as publisher.) 
 
Electronic version of government report 
U.S. Public Health Service. (2000). Report of the surgeon general's conference on children's mental 
health: A national action agenda. Washington, DC: U.S. Department of Health and Human 
Services. Retrieved on August 25, 2001, from 
http://www.surgeongeneral.gov/cmh/chilreport.htm 
 
 
Dissertations 
Dissertation: abstracted in DAI and obtained from UMI 
Embar-Seddon, A. R. (2000). Perceptions of violence in the emergency department. 
Dissertation Abstracts International, 61 (02), 776A.  (UMI No. 9963641). Abstract retrieved 
August 23, 2001, from http://www.lib.umi.com/dissertations/fullcit9963641 
 
 
Conference Papers and Poster Sessions 
Paper presented at a meeting 
Crespo, C. J. (1998, March). Update on national data on asthma.  Paper presented at the 
meeting of the National Asthma Education and Prevention Program, Leesburg, VA.  
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Modern Language Association (MLA) 
 

The Modern Language Association in the 1999 MLA Handbook for Writers of Research Papers 
(5th ed. [New York: MLA]) recommends the use of a parenthetical system of 
documentation, but also presents guidelines for other systems, including the more 
traditional footnote or endnote system. With the MLA parenthetical system, you will place 
citations in parentheses within your text to point to sources in an alphabetized list of works 
cited that appears at the end of your paper. These in-text citations are similar to those used 
with the American Psychological Association (APA) system except that they contain the 
author's name and the page number (with no comma in between) instead of the author's 
name and the date (with a comma in between) as in APA. Notes--numbered consecutively 
throughout your paper--may still be used for explanation or comment that the paper itself 
cannot accommodate. 

 Citations in Text  
 Works Cited Page  
 Citing Electronic Sources  

 
In addition to guidelines for documentation, the MLA Handbook for Writers of Research 
Papers, 5th ed. (1999) includes advice on writing a research paper, the mechanics of 
punctuation, editorial principles, the format for research papers, and a sample research 
paper. The MLA Handbook is available for consultation in the Writing Center. You may also 
find helpful information at the MLA website. 

 
Citations in Text 
Indicating within your paper where you found information or a particular idea is basically 
the same for print sources and electronic sources. When you quote or paraphrase a specific 
portion of a text in a source, give enough information--most typically the author's last name 
and the page number--o identify the exact location of the borrowed material. The 
parenthetical material should complement, not repeat, information given in your text (e.g., 
if you mention the author's name in your text, you do not include it in the citation). The 
period for the sentence comes after the parenthetical reference, except after a block quote. 
Parenthetical citations do not include the word "page" or "pages" or the abbreviations "p." 
or "pp."--just the page numbers themselves. If an electronic source uses paragraph or 
section numbers instead of page numbers, use the appropriate abbreviation (e.g., "par." as 
in the citation to Ross below; see the MLA Handbook, sec. 6.4, for other common 
abbreviations). Also, use abbreviations for common reference words (e.g., "bk." for "book"), 
publishers' names, and famous literary and religious works; again see Chapter 6 of the 
MLA Handbook for lists of abbreviations. For references to classic prose works, give the page 
number of the edition, add a semicolon, and then give other identifying information such 
as chapter or book number. In referring to classic plays or poems, cite divisions (canto, 
book, act, etc.). Use "line" or "lines" instead of "l." or "ll." for first references to line numbers; 
afterwards, use numbers alone. Arabic numbers are recommended. 
 
Use the block quotation format for quotations more than four lines long: introduce it with a 
colon, indent one inch from the left margin, double-space the quotation, and do not use 
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quotation marks. Place the parenthetical citation (author and page number) after the period 
(or other mark of punctuation) that closes the block quotation. 
Here are some examples of citations in the text: 
 
Author's name in text 
Magny develops this argument (67-69). 
 
Author's name in reference 
This argument has been developed elsewhere (Magny 67-69). 
 
Quotation found in indirect or "secondhand" source 
The philosopher Alain states that "admiration is not pleasure but a kind of attention. . ." 
(qtd. in Magny 66). 
 
Reference to material found in indirect source 
Alain's words seem to dissociate admiration from pleasure (in Magny 66). 
 
Authors' names, page number in reference 
The most notorious foreign lobby in Washington is the "Sugar Mafia" (Howe and Trott 134). 
 
Name of author of multi-volume work, volume and page numbers in reference 
As a painter Andrea was "faultless" (Freedberg 1: 98). 
 
Reference in text to whole volume 
In his second volume, Freedberg gives an account of Andrea's whole painting career. 
 
Two works on list of works cited 
Frye connects Burgess' A Clockwork Orange to romance tradition (Scripture 110). 
 
Two locations 
Dabundo deals with this problem (22, 31). 
 
Two works cited 
(Magny 69, Dabundo142) 
 
Personal interview, name given in text 
Roberts advocates a national service program for high school students. 
 
Corporate author 
As of August 1995, the resident population of the United States was estimated to be 
262,569,000 (United States Bureau of the Census). White advocates a national service 
program for high school students.  
 
 

Works Cited Page  
On (a) separate page(s) at the end of your paper, list alphabetically by author every work 
cited in your paper, using the basic forms illustrated below. Title the page Works Cited (not 
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Bibliography), and list only those sources you actually cited in your paper. (As illustrated 
below, the rule for referring to material in an indirect or secondhand source--that is, for 
citing when you have not seen the original but have obtained the information from another 
document that cited the original source--is the list the source you have seen, not the 
original.) Underline or italicize titles of books and periodicals. Double-space all text. Begin 
an entry at the margin; indent the remaining lines five spaces. 
 
Book 
Book: Single Author 
Frye, Northrop.  Anatomy of Criticism: Four Essays. Princeton: Princeton UP, 1957. 
  
Another Work: Same Author 
---.  The Secular Scripture.  Cambridge:  Harvard UP, 1976. 
  
Book: Two Authors 
Howe, Russell Warren, and Sarah Hays Trott.  The Power Peddlers. Garden City:  Doubleday, 
1977. 
  
More than Three Authors or Editors 
Edens, Walter, et al., eds.  Teaching Shakespeare. Princeton: Princeton UP, 1977. 
  
Multivolume Work 
Freedberg, S. J.  Andrea del Sarto.  2 vols. Cambridge: Harvard UP, 1963. 
  
Book: Corporate Author 
National Institute for Dispute Resolution.  Dispute Resolution Resource Directory.  
Washington, D.C.:  Natl. Inst. for Dispute Res., 1984. 
  
An Edition 
Malory, Sir Thomas.  King Arthur and his Knights. Ed. Eugene Vinaver.  London: Oxford UP, 
1956. 
 
Anthology 
Harari, Josue, ed.  Textual Strategies.  Ithaca: Cornell UP, 1979. 
 
Article or Chapter in Anthology 
Magny, Claude-Edmonde.  "Faulkner or Theological Inversion." Faulkner: A Collection of 
Critical Essays.  Ed. Robert Penn Warren. Englewood Cliffs:  Prentice-Hall, 1966. 66-78. 
  
Second or Later Edition 
Altick, Richard, and John J. Fenstermaker.  The Art of Literary Research.  4th ed.  New York: 
Norton, 1993. 
 
Article 
Journal Article 
Dabundo, Laura.  "'The Voice of the Mute': Wordsworth and the Ideology of Romatic 
Silences." Christiantity and Literature 43:1 (1995): 21-35. 
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Magazine Article 
Alpern, David M.  "Has Moscow Violated SALT?" Newsweek 22 Oct. 1984:  32. 
  
Newspaper Article 
Crossette, Barbara.  "India Lodges First Charges in Arms Scandal." New York Times 23 Jan. 
1990, natl. ed.: A4. 
 
Article or Chapter in Anthology 
Magny, Claude-Edmonde.  "Faulkner or Theological Inversion." Faulkner: A Collection of 
Critical Essays.  Ed. Robert Penn Warren. Englewood Cliffs:  Prentice-Hall, 1966. 66-78. 
 
Government Publication 
United States.  Federal Maritime Commission.  Hawaiian Trade Study: An Economic Analysis. 
Washington: GPO, 1978. 
 
Signed Encyclopedia Entry 
Foster, John S., Jr.  "Nuclear War."  Encyclopedia Americana. Intl. ed. 1998. 
 
Personal Interview 
White, Donna.  Personal interview.  25 Dec. 1992. 
 
Film 
Lee, Spike, dir. and prod.  Do the Right Thing.  Forty Acres and a Mule Filmworks, 1989. 
 
Television Program 
"Voyage to the Galapagos."  Scientific American Frontiers. Host Alan Alda. PBS. 5 Oct. 1999. 
 
 

Citing Electronic Sources  
 
MLA / Basic Elements of Electronic Citation 
Electronic citations should follow the same basic format as their print counterparts, with 
the same goal in mind -- that is, to provide readers with a way to locate the information 
themselves. Often, extra information may be necessary (e.g., access date, electronic address) 
and some standard information may be unavailable (e.g., page numbers). Different types of 
sources as well as different media may have different requirements. Examples for some of 
the most frequent types of electronic citations are listed below. Pay particular attention to 
the handling of the following two elements: 
 
Dates: Whereas in the case of print citations, only the publication date is usually listed, 
many electronic resources are updated regularly. Thus, when citing electronic sources you 
should include both the date of original publication (if available) and the date on which the 
material was accessed. 
 
Electronic Address: The MLA Style Manual recommends including the online address of 
electronic materials, where available. You should include the access-mode identifier (e.g., 
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http, ftp, gopher, telnet, news) as well as the path and file names. The address should be given 
inside angle brackets: <http://www.wisc.edu/writing/Handbook>. 
 
MLA / About Page Numbers 
Many electronic sources don't provide standard page numbers. The MLA Style Manual 
recommends that writers include the number range or total number of pages or paragraphs 
if they are numbered. In cases where page numbers are unavailable, the MLA Handbook 
requires that "n. pag." (no pagination) be included in the "Works Cited" entry (see Handbook, 
pp. 136-37, 165). 
 
MLA / Parenthetical Reference within Your Paper to an Electronic Source 
When documenting a work within your paper, use a parenthetical reference (see Handbook, 
pp. 104, 184-205). The reference should: 

1. point to the source in your Works Cited section by the author's last name, or, if the 
author isn't given, by a portion of the title; and  

2. identify the location of the information by page number if possible. Omit if not, but 
include "n. pag." in the "Works Cited" entry.  

Example: 
From a very young age, children can provide surprisingly accurate descriptions of 
how they were injured (Peterson).  

 
Examples of Works Cited Electronic References 
 
Online Projects and Databases 
Suffragists Oral History Project.  1998.  Library, U of California, Berkeley. 20 Jan. 1999    
 <http://www.lib.berkeley.edu/BANC/ROHO/ohonline/suffragists.html>. 
 
Victorian Web. Ed. George Landow. 1994. Brown University. 6 Sept. 1998  
<http://www.stg.brown.edu/projects/hypertext/landow/victorian/victov.html>. 
 
Victorian Women Writers Project. Ed. Perry Willett. Apr. 1997. Indiana U. 26 Apr. 1997 
<http://www.indiana.edu/~letrs/vwwp/>. 
 
Professional Website 
Simons, Mark. Thomas Hardy Resource Library. 6 Sept. 1998 <http://pages.ripco.com:8080/ 
~mws/hardy.html>. 
 
University of Newcastle Drama Department. Michael R. Booth Theatre Collection. 6 Sept. 1998 
<http://www.newcastle.edu.au/department/dm/booth/booth.htm>. 
 
Personal Website 
Duncan, Donna. Home page. 6 Sept. 1998 
<http://www.geocities.com/SoHo/Coffeehouse/1652/>. 
 
Klein-Smith, Sarah. Home page. 6 Sept. 1998 <http://members.aol.com/~sklein2/>. 
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Online Book 
Dickens, Charles. Great Expectations. London, 1861. Project Guttenberg. 6 Sept. 1998 <ftp:// 
uiarchive.cso.uiuc.edu/pub/etext/gutenberg/etext98/grexp10.txt>. 
 
Eliot, George. Middlemarch. London, 1871-72. 6 Sept. 1998    
<http://etext.virginia.edu/subjects/women.html>. 
 
Online Articles 
Online Article in Scholarly Journal 
Moran, Charles. "From a High-Tech to a Low-Tech Writing Classroom: 'You Can't Go 
Home Again'." Computers and Writing 15.1 (April 1998). 6 Sept. 1998 
<http://www.cwrl.utexas.edu/~ccjrnl/Archives/v15/15_1_html/15_1_Feature.html> 
 
Baird, Ellen. "Ain't Gotta Do Nothing but Be Brown and Die." Computer-Mediated 
Communication Magazine 5.7 (July 1998). 6 Sept. 1998  
<http://www.december.com/cmc/mag/1998/jul/baird.html> 
 
Online Article in a Newspaper 
Harmon, Amy. "Have Laptop, Will Track Each Blip in the Market." New York Times on the 
Web 6 Sept. 1998. 6 Sept. 1998  
<http://www.nytimes.com/library/tech/98/09/biztech/articles/06tick.html>. 
 
"Government Orders Peanut-Free Zones on Airlines." Milwaukee Journal Sentinel. 4 Sept. 
1998. 7 Sept. 1998 <http://www.jsonline.com/alive/nutrition/0904peanut.stm>. 
 
Online Article in a Magazine 
Jaquet, Janine. "Taking Back the People's Air." The Nation Digital Edition.8 June 1998. 7 Sept. 
1998 <http://www.TheNation.com/i980608.htm>. 
 
Taggart, Stewart. "DNA Testing for the Dogs." Wired. 4 Sept. 1998. 6 Sept. 1998 
<http://www.wired.com/news/news/technology/story/14842.html>. 
 
E-Mail Communication 
Doe, Jane. "Re: Gaskell's Mary Barton." E-mail to John Smith. 14 July 1998. Anderson, 
Sheila. "Gaskell's earlier letters." E-mail to author. 16 July 1998. 
 
Online Posting 
Galloway, Patricia. "Spamming." Online posting. 14 May 1997. Humanist Discussion Group. 
6 Sept. 1998 <http://lists.village.virginia.edu/lists_archive/Humanist/v11/0031.html>. 
 
Jordan, Ellen. "Re: Tess's Trial." Online posting. 10 August 1997. Victoria. 6 Sept. 1998  
<http://listserv.indiana.edu/scripts/wa.exe?A2=ind9708b&L=victoria&O=T&P=1517>. 
 
CD-ROM  
The Oxford English Dictionary. 2nd ed. CD-ROM. Oxford: Oxford University Press. 1992. 
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