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subjectbasedonofficialdocumentsorinterviewswithpeople)

34. Textbooks

35. How-toarticles/feature(atypeoffeaturethatiseducational

becauseitteachesreadershowtodothingse.g.howtocook

certaindishes,keepagarden,driveacar,eathealthy,keepcalm

incrisisetc.(How-toisshortforhow-to-do-it)

36. Recipes(arealsohow-tos)

37. Newsstories(noteditorials)

38. Business,technical,orscientificwriting

STYLEOFACADEMICWRITING

Althoughtheacceptedform ofacademicwritinginthesocial

sciencescanvaryconsiderablydependingonthemethodological

frameworkandtheintendedaudience,mostcollege-level

researchpapersrequirecarefulattentiontothefollowingstylistic

elements:

1. Formalandlogical

Unlikefictionorjournalisticwriting,theoverallstructureof

academicwritingisformalandlogical.Itmustbecohesiveand

possessalogicallyorganizedflowofideas;thismeansthatthe
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situationsorcommunalfolklore.

e)Oralhistory;gatheringpersonalexperiencesofeventsand

theircausesandeffectsfrom oneindividualorseveral

individuals.

Guidelinesforwritinganarrativearticle.

1.Ifwrittenasastory,theessayshouldincludeallthepartsof

astory.

Thismeansthatyoumustincludeanintroduction,plot,

characters,setting,climax,andconclusion.However,thereare

eventsthatcannotusethenarrativegenreinwriting.

2.Theessayshouldbewrittenfrom aclearpointofview.

Thenorm istowritefrom thepointofviewoftheauthor;however,

thisisnotthesoleperspectivetobeconsidered.Creativityin

narrativeessaysoftentimesmanifestsitselfintheform of

authorialperspective.

3.Useclearandconciselanguagethroughouttheessay.

Justlikethedescriptiveessay,narrativeessaysareeffective

whenthelanguageiscarefully,particularly,andartfullychosen.

Usespecificlanguagetoevokespecificemotionsandsensesin
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i) Establishfactsandsupportthem

ii) Clarifyrelevantvalues

iii) Prioritizeandsequencethefactsandvaluesin

importancetobuildtheargument

iv) Form andstateconclusion

Pointstoremember:

Yourprimarypurposeofwritinganargumentativearticleis

to“win”it–toswaythereadertoaccepttheirpointofview.

Havinganopinionisonething.Arguingiteffectivelyisanother.It

iseasytoname–call,toignorethepointofvieworresearchof

othersandextremelyeasytoacceptone’sownopinionasgospel

–evenifthewriterhasnotcheckedhis/herpremierinacoupleof

years–thecasewithmanyyoungwriters–neverquestionedthe

beliefsinheritedfrom others.

Whenyoupickatopic,avoidwritingaboutissuesthatcannotbe

won,nomatterhowstronglyyoumightfeelaboutthem.E.g.

abortions,capitalpunishment,euthanasia,guncontrol,freedom

ofspeech,etc.veryhottopicsbutwhichverymanywritershave

writtentheirprosandconsabout.

Eachoftheseissuestouchesonmattersoffaithandbeliefsthat
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issueorargument.

LOGICINARGUMENTATIVEWRITING

Logicisaformalsystem ofanalysisthathelpswritersinvent,

demonstrate,andprovearguments.Itworksbytesting

propositionsagainstoneanothertodeterminetheiraccuracy.

Peopleoftenthinktheyareusinglogicwhentheyavoidemotion

ormakeargumentsbasedontheircommonsense.However,

unemotionalorcommonsensestatementsarenotalways

equivalenttologicalstatements.Tobelogical,apropositionmust

betestedwithinalogicalsequence.

Themostfamouslogicalsequence,calledthesyllogism,was

developedbytheGreekphilosopherAristotle.Hismostfamous

syllogism is:

Premise1:Allmenaremortal.

Premise2:Socratesisaman.

Conclusion:Therefore,Socratesismortal.

Inthissequence,premise2istestedagainstpremise1toreach

thelogicalconclusion.Withinthissystem,ifbothpremisesare

consideredvalid,thereisnootherlogicalconclusionthan

determiningthatSocratesisamortal.
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essay.Starteachparagraphwithatopicsentence,thenwrite

downasupportingpointforthatideaandendupwithwritingan

elaboration(itcanbeadescription,explanationorexample).

Thestructureofthebodyparagraphsshouldlooklikethis:

 Acleartopicsentence;

 Specificevidenceorsupportingdetail;

 Transitionsbetweensentencesandparagraphs;

 Concludingsentencesthatwilltietheevidenceordetails

backtothemainpointandbringstheparagraphtothelogic

end.

Argument/MainBody

Containsthepointsoutlinedinyourintroduction,dividedinto

paragraphs:

• Paragraph1

Coversthefirstthingyousaidyouwouldaddress.

Thefirstsentence(thetopicsentence)introducesthemain

ideaoftheparagraph.

Othersentencesdevelopthetopic.

Includerelevantexamples,details,evidence,quotations,and
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references.

• Paragraph2andotherparagraphs

Thefirstsentencelinkstheparagraphtotheprevious

paragraphthenintroducesthemainideaoftheparagraph.

Conclusion

Thispartbringsthereadertotheendofyouressay.Restateyour

thesisstatementandmainideasoftheessaythatwerewrittenin

thebody.Thensum upyourpointsandprovideafinallookon

yourtopic. Toconcludeyouressay,youwillneedthreeorfour

strongsentences.

Theconclusionshould:

• Draweverythingtogether

• Summarizethemainthemes

• Stateyourgeneralconclusions

• Makeitclearwhythoseconclusionsareimportantor

significant

• Donotintroducenewmaterial

• Inthelastsentence,sum upyourargumentverybriefly,

linkingittothetitle
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o Thesis

o Introduction

o Arguments

o Sub-headings

o Conclusion

o Appendix

o Workscited(bibliography)

Keywordsinessaytitles

NB.Youmightfindthatthetitleyouhavebeengivendoesnot

containanyofthesekeywords.Youwillhavetolookcarefullyat

thewaythequestionisphrased,alongwithanyaccompanying

guidanceastowhatisexpectedtoestablishwhatsortof

approachisrequired.

Accountfor

Givereasonsfor;explainwhysomethinghappens.

Analyze

Breakupintoparts;investigate.

Commenton

Identifyandwriteaboutthemainissues;giveyourreactions

basedonwhatyouhaveread/heardinlectures.Avoidjust
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Discuss

Investigateorexaminebyargument;siftanddebate;givereasons

forandagainst;examinetheimplications.

Distinguishbetween

Bringoutthedifferencesbetween.

Evaluate

Assessandgiveyourjudgmentaboutthemerit,importanceor

usefulnessofsomething.Backyourjudgmentwithevidence.

Examine

Lookcloselyintosomething.

Explain

Makeclearwhysomethinghappens,oristhewayitis;interpret

andaccountfor;givereasonsfor.

Explore

Examinethoroughly;considerfrom avarietyofviewpoints.

Illustrate

Makesomethingclearandexplicit,givingexamplesofevidence

Interpret
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handwriting.

Selectthetotalnumberofpagesyouwillneed.Drawoutpages

showingwhattopicsyou’llincludeoneachpage.

•Sortyourresearchnotes–usethecodecolour,numberorletter

torelatethem toyourplan.

•Startdrafting!

Stage5-Drafting

•Ifyouhaveamentalblockwiththeintroduction,startwiththe

“middle”,withatopic/ideayoufeelmostcomfortablewith.

•Takeeachmaintopic/ideaandwriteaparagraphaboutit.

•Donotworryaboutstyle/spellingatthisstage–lettheideas

flow.

•Foreachparagraphincludea“topicsentence”thatmakesitclear

whatthatparagraphisabout.Therestoftheparagraphwill

includeinformationandevidencerelatedtothat“topic”.

•Leavespaceforediting.

•Writetheconclusion–itshouldsum upthecontentofthe

“middle”

andrelatebacktothetitle.
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REFERENCING

Thisisastandardizedmethodofacknowledgingsourcesof

informationandideasthathavebeenusedinanessayinaway

thatuniquelyidentifiestheirsource.

Whenwritinganessay,reportorotherassignmentyouwilloften

needtosupportyourargumentsbyreferringtootherpublished

worksuchasbooks,journalornewspaperarticles,government

reports,dissertationsandtheses,andmaterialfrom theInternet.

Youwillneedtogiveaccuratereferences:

•Togivecredittootherauthors'conceptsandideas

•Toprovidethereader(oftenthemarker/examinerofthe

assignment)withevidenceofthebreadthanddepthofyour

reading

•Toenablethereadersofyourworktolocatethereferences

easily

•Toavoidbeingaccusedofplagiarism,anacademicoffence

whichcanleadtolossofmarksorfailure

THEWRITINGPROCESS
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with

• isstructuredinthebestwayformytopic

PROOFREADING

Duringeditingcheckthefollowing:grammar,sentencestructure,

wordchoice,punctuation,spelling,citationanddocumentformat

PUBLISHING

Submittingworktoalecturerformarking

Thisinvolvesreleasingtheessay/papertootherstoread

Itcanalsoinvolveenteringanessayforacontest

Sendingalettertoaneditor

Postingapieceofwritingtotheinternet

REFERENCING

INTRODUCTION

Itisanexpectedacademicpracticethatstudentswillreferto(or

cite)thesourcesofideas,dataandotherevidenceinwritten

assignments.Referencingisthepracticeofacknowledgingin

yourownwritingtheintellectualworkofothers;workthathas

beenpresentedinsomewayintothepublicdomain.Authorsdo
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PARAPHRASING

Paraphrasingmeanschangingthewordingofatextsothatitis

significantlydifferentfrom theoriginalsource,withoutchanging

themeaning.Effectiveparaphrasingisakeyacademicskill

neededtoavoidtheriskofplagiarism:itdemonstratesyour

understandingofasource.

Theelementsofeffectiveparaphrasing

Paraphrasingandsummarisingarenormallyusedtogetherin

essaywriting,butwhilesummarisingaimstoreduceinformation

toasuitablelength,paraphrasingattemptstorestatetherelevant

information.Forexample,thefollowingsentence:

Therehasbeenmuchdebateaboutthereasonsfortheindustrial

revolutionhappeningineighteenth-centuryBritain,ratherthanin

FranceorGermany.

couldbeparaphrased:

WhytheindustrialrevolutionoccurredinBritainintheeighteenth

century,insteadofonthecontinent,hasbeenthesubjectof

considerablediscussion.

Therefore,aneffectiveparaphraseusually:

•hasadifferentstructuretotheoriginal
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MajordifferencesbetweenHarvardandAPAstyle

Harvardstyle APA Differences

HANDY(1995) (Handy,1995) (Noteminordifferencein

punctuation

(SHERMAN

ANDJUDKINS

1995)or

(SHERMAN&

JUDKINS1995)

(Sherman&

Judkins,1995)

Noteminordifferencein

punctuationanduseofampersand

‘&’toconnect

thenames.APArecommendation

isto

useampersands;BritishStandard

recommendationoffersyoua

choice

whethertouseitornot.

SAUNDERSet

al.(2003)

(Saunders,

Lewis&

Thornhill,

2003)

Notepunctuation,useof

ampersand

anduseofallnamesinthecitation

for

firstoccurrence.

Preview from Notesale.co.uk

Page 82 of 102



84

‘Workscited’,or‘Worksconsulted’.Properwordsinthetitlesof

workscitedarecapitalizedandunderlined.

Thelastnameofanauthorisfollowedbythefullfirstname(s),

forexample:

Handy,Charles.BeyondCertainty:TheChangingWorldsof

Organisations.London:Hutchinson,1995.

Citations

•Althoughtheauthor(s)name(s)areshowninthetext,thisis

followedbypagenumber(s)(insteadofyearofpublication),e.g.

(Handy149)withnopunctuationbetweenauthor’snameand

pagenumber(s).Wherenopagenumberisavailable,justgivethe

author’sname.

•Ifnoauthornameisshown,thetitle,orshortenedversionofa

title,canbeusedasacitation.

•Iftwoauthorshavethesamename,youcanaddinitialsto

distinguishbetweenthem inthetext,e.g.(K.Smith53).

•Whensummarizinganauthor’sideasmadeoveranumberof

differentpages,thiscanbedonewithinbrackets,asfollows

(HANDY29,67,113).

•Ifyoucitetwoormoreworksbythesameauthor,youcan
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includeafull,shortenedorabbreviatedtitle,dependingonits

lengthe.g.(HANDY,BeyondCertainty44–45),

Inreferencing

1Gibaldi,Joseph.MLAHandbookforWritersofResearchPapers,

SixthEdition.NewYork:MLA,2003.

2Loach,Ken.(Director)andSallyHibbin(Producer).Raining

Stones.DVD.London:ChannelFourTelevision(FilmFour),1993.

3.AmericanPsychologicalAssociation(APA)style

CITINGREFERENCESINTEXT

Citingthesourceasyouwriteinvolvesgivingapartialor

shortenedreference(lastnameofauthor(s)andyearof

publication)inthemainbodyofyourwrittenassignmentandthen

givingfulldetailsofthesourceinfullattheendoftheassignment

ina‘References’or‘Bibliography’section.Youcanabbreviate

lengthyorganizationalnamesinthecitationsprovidingyou

explainthecitationinthefullreference

RelativelysmalldifferencesexistbetweenHarvardandAPAstyle,

andinpractice,theyoftenmergeintoahybrid.Themain

noticeabledifferencestendtobewithcitationpunctuation,the

waymultipleauthorsarecitedandreferenced,andwith

referencingelectronicsources(SeethetableunderHarvard
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4.Whengivingemphasistoaparticulartheory,modelor

practicethathasfoundameasureofagreementandsupport

amongcommentators

5.Toinform thereaderofsourcesofdirectquotationsor

definitionsinyourassignment

6.Whenparaphrasinganotherperson’swork,whichisoutside

therealm ofcommonknowledge,andthatyoufeelis

particularlysignificantorlikelytobeasubjectofdebate.

Thiscanalsoincludedefinitions.

Examples(intheHarvardstyleofreferencing)

Example:Toinform thereaderofsourcesoftables,photographs,

statisticsordiagramspresentedinyourassignment(either

copiedintheiroriginalform orcollatedbyyou)

Thesurfacetemperaturesintheworldhaveincreasedby1degree

Fahrenheit,or0.6degreesCelsius,sincethemid-1970s,andthe

highestsurfacetemperatureeverrecordedbytheNational

AeronauticsandSpaceAdministration(NASA)wasin2005.

Climatologistsgenerallyagreethatthefivewarmestyearssince

thelatenineteenthcenturyhavebeenwithinthedecade,

1995–2005,withtheNationalOceanicandAtmospheric

Administration(NOAA)andtheWorldMeteorological

Organization(WMO)ranking2005asthesecondwarmestyear,
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