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Abstract
This paper describes the format for term papers for Embry-Riddle Aeronautical
University (ERAU) classes. The format for the cover page, abstract, body of the report,
figures, and tables is presented both by example and explanation. The correct format for
citing other authors' work and a reference list is also presented. The guidelines
presented are primarily from the Publication Manual of the American Psychological
Association (APA), 5th edition, 2001. The abstract is a concise explanation of what the
term paper was about, the results, and the conclusions. It should not exceed 120 words.
When considering what to place in the abstract, consider that many people will read the
abstract to decide if they want to read the paper in its entirety. The abstract is only one

paragraph and the first line is not indented. Use standard one-inch margins.
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Indent each

aragraph . .
5p- 7 gpaf;’es A Guide to Writing a Term Paper

— > This paper presents guidelines for writing a term paper for Embry-Riddle
Aeronautical University (ERAU), Woroldwide, Fort Walton Beach, Hurlburt Field, and
Pensacola Centers. The format for the cover page, abstract, body of the report, figures,
and tables is presented both by example and explanation. The correct format for citing
other authors' work is also presented.

The guidelines presented are from the Publication Manual of the American
Psychological Association (APA), 5th edition, 2001, however; the APA manual should

be consulted and followed when questions arise. Since there are differences between the

current and previous editions of the APA manual, individuals are cautioned not to
—’ 4—

combine the formats when writing papers. For formatting or style problems not
addressed in this guide, please refer to the APA style manual.

The first paragraph or first few paragraphs of the term paper should be an
introduction to the paper. The placement of the introductory material clearly identifies
it as an introduction and therefore a heading is not used. The introduction heading is

used, however, in the graduate research project.
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The Title Page

The title page is page one and has the short title, the page number, the running
head, the title, the author, and the institution to which the paper is being presented. See
page one of this guide for an example.
Short Title

The short title is used to identify the pages of the paper should the paper be
accidentally separated while being reviewed or graded. The short title is usually the first
two or three words in the title. It is typed in the upper right-hand corner one-half inch
below the top of the paper five blank spaces to the left of the page number. The first
letter of each word of the short title is capitalized except for articles (words such as a,
and, the, and to) which are capitalized only if they are the first word of the title. The
short title appears on all pages of the paper.
Page Number

The page number is typed one inch from the right edge of the paper and one-half
inch from the top of the paper. (APA allows the option of placing the page number two
lines below the short title, but it is recommended that the format example shown in this
guide be utilized.) All pages of the paper, including the title page, abstract, body, and
reference page, will be numbered successively. All page numbering should be in Arabic
numerals.
The Running Head

The running head is typed in all capital letters, one inch from the top of the paper
and one inch from the left edge of the paper (see page one of this guide for an example).
The running head is an abbreviated title that is printed at the top of the pages of a

published article. The head should be a maximum of 50 characters, counting letters,
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punctuation, and spaces between words. A distinction between the running head and
the short title is that the short title is used during the review process, while the running
head is used when the paper is published.
The Title

The title of the paper is typed in uppercase and lowercase letters, centered
horizontally and in the middle of the page. Multiple line titles should be double-spaced.
Main words in the title have their first letter capitalized and the remainder of the letters
are lowercase. Articles are not capitalized unless they appear as the first word in the
title. The title should be a concise description of the paper. The title should be 10 to 12
words in length.
The Author

The author's name is typed in uppercase and lowercase letters, centered
horizontally, and typed one blank line (double- spaced) below the title. Omit all titles
and degrees except for Sr., Jr., 111, and so forth. The institution to which the paper is
being presented is typed in the same fashion and is typed one blank line (double-spaced)
below the author.

The Abstract

Format

The abstract is page two and is typed in block form (with no indentation and in
one paragraph). The short title and page number should be typed in the same location as
on the title page. The abstract should have “Abstract” centered horizontally, typed in
uppercase and lowercase, one inch from the top of the page. The text of the abstract

should be double-spaced and start one blank line (double-spaced) below the word
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“Abstract” and have one-inch margins on the left, right, and bottom. See page two of this
guide for an example.
Content

The abstract should be a brief, comprehensive summary of the contents of the
paper. The abstract should be accurate, self-contained, concise, specific, non-evaluative,
coherent, and readable. It should not exceed 120 words in length.

The Body of the Paper

The body of the paper is typed double-spaced with one-inch margins on all four
sides (see page three of this guide for the dimensions). The purpose of the margins is to
allow room for reviewers to write their comments on the paper. The first line of every
paragraph (except single block quotations) is typed indented five to seven spaces (for
consistency use the tab function). The paper should be typed in pica (10 characters per
inch) or elite (12 characters per inch). If a word processor is used, the selection of the
point size will depend on the individual font; however, in most cases, 12 points would be
the suitable choice. The text (not including the short title and page number) should be
no more than 27 lines. The first page of the body of the paper has the title of the paper
centered horizontally, typed in uppercase and lowercase letters, one inch from the top of
the page. The right-hand margin should not be right-justified or blocked. Words should
not be hyphenated at the end of a line. Additionally, all periods, commas, colons, and
punctuation marks at the end of a sentence are followed by a single space (except in

abbreviations such as U.S. or around colons used in ratios such as 2:1).

Headings
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Different sections of the paper are separated by headings. The number of
headings will depend on the complexity of the report. The title on the first page of the
body of the paper is not counted as a level of heading. Examples of the five levels of
headings are:

Level 5

AIRCRAFT MAINTENANCE

Level 5 headings are centered horizontally and typed in all uppercase letters
(used as the first level and only when five levels exist).

Level 1

Engine Repair

Level 1 headings are centered horizontally and typed in uppercase and lowercase
letters (used as the first level when less than five levels exist).

Level 2

Jet Engine Overhaul

Level 2 headings are centered horizontally, typed in upper and lowercase letters,
and italicized (not used when less than four levels exist).

Level 3
Compressor Rebuilding

Level 3 headings are typed beginning at the left margin,
using italicized, uppercase and lowercase letters.

Level 4

Compressor fan blade inspection procedures.

Level 4 headings are typed indented from the left margin, in lowercase letters,

italicized, and end with a period.
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The APA manual provides guidance as to which level or levels to use if less than
five levels of headings are used in a report. Essentially, if less than four levels of
headings are needed, then use Level 1, Level 3, and Level 4 headings, in that order. For
example, a paper with only two levels would use Level 1 and Level 3 headings only.
Abbreviations

Abbreviations and acronyms should be avoided and used only when a word or
acronym is used repeatedly. Write out words such as television rather than use TV. Use
the ampersand (&) to join authors' names in parenthetical citations and in the reference
list. Abbreviations such as i.e., e.g., and etc. should not be used in the body of the text.
They should be written out as the English words “that is”, “for example”, and “and so
forth”, respectively. Abbreviations can be used in parenthetical notes. In parenthetical
citations and in the reference list, use “p.” for page and “pp.” for pages. Use the Postal
Service two-letter abbreviations for states listed in the reference.

References

Care should be taken to give proper credit to sources from_which you obtain
information. Direct quotes should be enclosed in double quotation marks and reference
the source, year of publication, and page number of the quote. To quote something on
page 25 from a book written by Johnson and copyrighted in 1968, one way to properly
cite the source would be: "The situation is steadily decreasing at an alarming rate"
(Johnson, 1968, p. 25). Another way would be: Johnson stated "the situation is steadily
decreasing at an alarming rate"” (1968, p. 25). If material in the original quote was
enclosed in double quotation marks, that portion should be enclosed in single quotation
marks. For example: "The investigation board cited 'ATC use of nonstandard jargon' as

the cause of the accident” (Mahoney, 1965, p. 34). The year is not required in
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subsequent references within the same paragraph provided there is no confusion with
other articles cited in the paper. Quotations which are less than 40 words should be
included in the text with double quotation marks. Quotations longer than 40 words
should be in a free-standing block with the left margin for all lines indented five to seven
spaces (consistent with the other indents in the paper). Quotation marks are not used
for the primary quote, however if there is a quote within the quote, then double
guotation marks are used to identify the quote within the quote. If there are multiple
paragraphs in the quote, the first line of each paragraph following the first paragraph is
indented five to seven spaces from the new margin. The source should be cited in
parenthesis after the final punctuation mark of the block.

For electronic sources that do not provide page numbers, use the paragraph
number, if available, preceeded by the { symbol or the abbreviation para. If neither the
paragraph or page number are visible, cite the heading and the number of the
paragraph, for example:(Wildinger, 2002, § 5). The 1 symbol is available in Microsoft
Word by accessing Insert—Symbol—Special Characters.

Reference citations are used when information is taken from a source, but is not
guoted verbatim. In this case, only the author and the year is cited, for example,
(Johnson, 1968). Reference citations that include multiple authors should follow the
following rules. If there are two authors, both surnames are used each time the source is
referenced. If there are three, four, or five authors, all the surnames are used the first
time the source is referenced. In subsequent references, the surname of the first author
listed is used followed by “et al.” (not underlined and no period after et). If there are six
or more authors the surname of the first author listed followed by “et al.” is used in the

first and subsequent references. All authors are always listed in the reference list.
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Care should be taken when making changes to, adding to, or deleting material
from quoted sources. The first letter of the first word of a quotation may be changed
from uppercase to lowercase, or lowercase to uppercase without explanation. Also, the
punctuation mark at the end of a sentence may be changed to fit the syntax. Ellipsis
points (.. .) are used within a sentence to indicate that material from the original source
has been omitted. Use a period followed by three spaced dots (. . . .) to indicate material
between two quoted sentences has been omitted. Material that has been added or
explanations should be enclosed in brackets (not parenthesis). For example: He stated
"the [United States] Air Force was the best in the world." Place periods and commas
within closing single or double quotation marks. Place other punctuation marks inside
quotation marks only when they are a part of the quoted material. Also, if emphasis is
added by italicizing a word or words, [italics added] should be inserted immediately
after the italicized word or words. For example: He said "The world will end soon"
[italics added].

Main ideas or information from another source must be referenced also. If an
idea or information is paraphrased, the source would be cited as above except the
guotation marks and the page number of the source are not used. Example: (Johnson,
1968).

An interview is a form of personal communication that is only cited in the text. It
is not included in the reference list. An example of one way to cite an interview would
be: The commander believed most of the subordinate units were not performing up to
their capability (M. C. Connaughton, personal communication, May 22, 1992).

Tables
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Tables are numbered in the order they appear in the paper and are given a short,
but clear, explanatory title. The title of the table is typed in uppercase and lowercase
letters, beginning at the left margin, and is italicized. It is placed above the table and
under “Table n”, where n is the number of the table. Note that the word 'table’ is
capitalized when mentioned in the text. Tables should supplement information in the
text, not merely repeat it. Leave two blank lines (triple space) before and after a table (or
note). Permission must be obtained to copy or adapt all or part of a table from a

copyrighted source. An example of a correctly annotated table is:



Two blank lines from preceding text. If a table starts at the top of a

page, like this example, simply begin one inch from top A Guide 12
Table 1
Mean Alpha Power Scores as a Function of
Type of Processor and Passage

Passage

Type of Processor Exposition Poetry
Reading alpha data
Analytic 0.93 1.76
Holistic 3.96 1.98
Recall alpha data
Analytic 0.71 1.93
Holistic 2.64 0.82

| Two blank lines |

Each table has to be referenced in the text and should be placed within the text as near

as possible to where it is referenced (placement within the text is an option in APA style

which is preferred). Tables and Figures more than 2 page in length should be placed on

seperate pages, without any additional verbiage.

Figures
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Figures are numbered in the order they appear in the text and are given a concise
explanatory caption. The caption is typed in lowercase letters except for the first letter of
the first word of the title. The caption is placed after “Figure n.” where n is the number
of the figure. The caption ends with a period. Note that the word “figure” is capitalized
when mentioned in the text, but only when referring to a specific figure, for example
Figure 5. Each figure has to be referenced in the text and should be placed as close as
possible to where it is referenced in the text (placement in the text is an exception to
APA style). Permission must be obtained to copy or adapt all or part of a figure from a
copyrighted source. Leave two blank lines (triple space) before and after the figure. Any
reproduced table or figure must be accompanied by a note at the bottom of the table or
in the figure caption giving credit to the original author and to the copyright holder. An

example of a correctly annotated figure, reproduced from another source, is:

| Two blank lines |

Commander

Chief of Maintenance Director of Ops Plans and Programs

Figure 1. Organizational structure. Note. From "Title of Article” by A. N. Author, 1982,
Title of Journal, 50, p. 22. Copyright 1982 by the Name of Copyright Holder. Reprinted

by permission.

Two blank lines

Proper Documentation
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When the decision to use the exact terminology of the original author is made,
then full attention must be paid to the detail of the statement so as to maintain the
original source’s words as well as its punctuation (Teitelbaum, 1989). The only time you
can use a source without formal acknowledgement is when you refer to a specific phrase,
statement, or passage that you have used and acknowledged earlier in the same paper
(Heffernan & Lincoln, 1982).

As is suggested in A Practical Guide for Writing (Hacher & Resnshaw, 1982), a
common body of information exists which does not necessarily require citations with its
use. When you are unsure which category your information may fall into, then
document. Hacher & Resnshaw (1982) further suggest that if the concept or idea
appears in other written words without citation, or if you are sure that you already know
the information, it is most likely common information which does not require footnotes.
However, if there is any uncertainty or doubt--DOCUMENT!

The different means of incorporating materials from other sources include direct
guotations, paraphrasing and any combination thereof.

Direct Quotations
When to Use

Use direct quotations when you cannot improve upon the author’s phraseology
without altering its meaning. There are definite circumstances when the verbatim
comments are vital for the sake of meaning or preservation of original author's flair.
Excessive quoting, regardless of proper documentation, renders the piece ineffective. It
conveys a message that the writer lacks sufficient knowledge to convey his/her own
thoughts on the particular subject. Outside sources are intended for support, not to be

the mainstay of a paper. When direct-quoting, everything must be preserved, that is,
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capitalization, grammar, punctuation, and spelling. Any omission from within a direct
guote should be replaced by ellipsis points. Three ellipsis should be used to indicate that
material within a sentence has been ommitted and four ellipsis should be used when
material between the two quoted sentences has been omitted. Any additional
corrections or points of clarification for the quote should be put in brackets rather than
parentheses. The word [sic] may be used judiciously following acknowledgements of the
original author's mistake. Any point of emphasis to be made by the writer regarding the
original author within a quote should be followed by brackets containing the words
[italics added].

Be sure to review the rules regarding punctuation placement surrounding quotes,
for example, periods and commas within quotation marks. Remember that semicolons
and question marks are contingent upon the situation.

Example

"To gain in knowledge of self, one must have the courage to seek it and the
humility to accept what one may find" (Jersild, 1955, p. 83). The statement could also be
presented in the manuscript in the following manner: Jersild stated, "To gain in
knowledge of self, one must have the courage to seek it and the humility to accept what
one may find" (1955, p. 83). Obviously, this statement conveys stronger more concise
meaning if used as a quote. However, if paraphrasing were to be the mechanism chosen,
then the author would need to be as brief as possible and still provide documentation as
to its source.

Paraphrasing

When to Use
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When the word-for-word accounting of the authors' words is not vital to its
meaning, then the author may restate the concept in his/her own words. The paraphrase
should be used as long as the meaning of the original source is not changed. If the
original author's exact words, in part or in total, cannot be restated or paraphrased
without compromising the meaning, then quotes should be selected over paraphrasing.
Avoid repetition of the sentence by simply replacing key words with synonyms.

Quote.

“Everything in the relation between a teacher and student has or might have a
significant effect on what a child thinks and feels about himself” (Jersild, 1955, p. 82).

Paraphrased Example.

The classroom teacher is in a key position to impact the students life, to help him
to overcome obstacles and appreciate himself as a person (Jersild, 1955).

Quote.

“To gain in knowledge of self, one must have the courage to seek it and the
humility to accept what one may find” (Jersild, 1955, p. 83).

Paraphrased Example.

Jersild’s (1955) comments suggest that if you sincerely want to learn as much as
possible about yourself then be sure you can take what you find out.

Utilizing the writers own terminology to present someone else’s ideas and
concepts still requires that credit, through the use of a reference citation, be given to the
original source. The writer should make an effort to limit the number of direct quotes
placed within the text of the paper. Keep in mind that the underlying purpose for using

other sources is to solicit support for your paper and your ideas. Generally, outside
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sources lend support to the direction or focus of the paper. The following guidelines,
generated from several sources, pertain to documentation:
1. Document as a direct quotation when the exact terminology of the original
author is utilized.
2. Verbatim comments should maintain the same grammar, punctuation, and
spelling (even if it is incorrect).
3. Indications of emphasis or needed corrections to quotes are indicated through
the use of [italics added] or [sic], respectively.
4. Document the paraphrasing of the work of others with the use of a reference
citation.
5. Documentation is not required if the passage or statement was previously
used and cited earlier in the same paper.
6. Documentation is not required for a common body of knowledge.
7. Documentation is not required if words or ideas appear in other sources
without being documented.
8. Documentation is not required if the author already possesses the information
without having to go to an outside source.
9. Excessive use of direct quote is discouraged.
10. Direct quotes of more than 40 words should be indented, blocked, and set off
from the text without the use of quotation marks.
11. If there is no publication date for the cited material, use “n.d.” (stands for “no
date”) in its place.
12. When the writer is unsure of whether a citation is needed —then CITE (Gibaldi,

1984; Hacher, 1982; Heffernan, Turabian 1963; Watkins, 1982)!
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NOTE: While it is proper to use one’s past work in a paper, it must be documented.
Original papers should be developed for each course. If past work is included in a

new paper, insure that it is properly documented.
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