Term Paper Writing: Elements and documentation

Introduction

Different courses may have different requirements for the writing of aterm paper. You
need to find them out and comply with them. This website introduces some
common principles and elements for a proper term paper. Samples of standard
format of English and Chinese documentation are provided for your reference.

1. Components of a Term Paper

2. Guidelinesfor Preliminaries

3. Guidelines for Text

4. Guidelinesfor Reference Materials



1. Componentsof a Term Paper

i. Preliminaries
a. TitlePage
b. Absract (if required)
c. Tableof Contents (if required)

ii. Text
a
b.
C.

Introduction
Main Body (Chapters or Sections)
Concluson

iii. Reference Materids

a

©® oo T

Parentheticd Documentation
Notes (if any)

Appendix (if any)

English References

Chinese References



2. Guidelinesfor Preliminaries

2.1. Title Page
A title page contains.
I. thetitle of your paper
Ii. your name and student number
Iii. the course name and code,
Iv. theindructor’ sname
v. the due date

2.2. Abstract
An abstract is a brief summary of the main ideas of your term paper usualy
in about 100 to 200 words. The main eements are as follows:
I. ashort statement of your research nature or subject
ii. a brief description of your general theoretical approach and
research methods
iii. a short summary of your main arguments and research findings

2.3. Table of Contents
A table of contents provides an analytical outline of your paper with the
sequence of your presentation. A table of contents should list out:
i. the heading of every divison of the paper
ii. the subheadings of every subsection within the divisons (if any)
iii. page number for every divison and subsection



3. Guiddinesfor Text

3.1. Introduction
An introduction should be an interesting opening to show the main theme and
gpecific topics of your paper. An introduction usudly forms through:
I. a concise and complete statement of your research question or the
generd purpose of your term paper.
ii. ajudification for your study (the sgnificance)
iii. a background to your research question and a review of the relevant
literatures on it (literature review)
Iv. a brief statement of the sources of data, the procedure or methods of
andyds (methodology)
v. apreview of the organization of the paper

3.2. Main Body (Chaptersor Sections)
Since the topics of term papers are so diverse, it is impossible to give specific
indications of how to write the main body of a term paper. But, the genera rule
is that you must organize your presentation in a logical framework with a clear
conceptual linkage among sections and give every point with substantial support
from concrete source.

3.3. Conclusion
A conclusion should provide a firm ending of what you have discussed in the
paper and, preferably, further to reach ajudgment, to endorse one side of an issue,
or to offer directives. A good concluson usudly contains:
I. arecapitulation of the main findings or main themes
ii. statements about the specific vaues or dternative indghts of your paper
for understanding the subject matter
ii. indications of the important relevance to the current circumstance or
future possibility
iv. suggestions for policy in pointsto your findings



4. Guidelinesfor Reference Materials
Different institutions have developed different styles of documentation No

matter which one you use for your paper, the principle is to be consistent. The
format system provided. Here comes from the American Psychological

Asocigtion (APA system).

4.1. Parenthetical Reference
A term paper must have a clear documentation of all reference materials used in
the text. This requires that your paper must indicate from where you obtained:
I. direct quotations
ii. borrowed ideas (including pargphrases and summaries)
iii. dataand cases (if they did not come through your own research)

Sample;
i. One work by one author

ii. Onework by multiple authors

iii. Onework by group as author




iv. Authorswith the same surname

v. Two or more works within the same parenthese

vi. Specific parts of asource




4.2. Notes

The notes at the foot of each page are called asfootnotes. The notes at the end of

each chapter or at the end of the paper before other reference materials are called

as endnotes. But, both formats and functions are the same.

i. Documentation notes

Footnotes or endnotes for reference documentation is seldom used now.
In APA system, it is replaced by the parenthetical documentation form.
If you would like to know how to use footnotes or endnotes for
reference documentation, see The research paper: Process, form, and
content by Roth (1986, chap. 8) or Assignment and thesis writing by
Anderson and Poole (2001, chap. 11).

ii. Content notes
However, it remains common to use footnotes or endnotes for
providing additional content in the text. Such footnotes or endnotes
may.
a. include material which is not strictly relevant to the main
argument while yet is too important to be omitted.
b. explain, supplement, amplify material that is included in the
main text.
C. give cross-reference to other sections of a paper

4.3. Appendix
The purpose of appendix is to provide reader with detailed information which
would be distracting to read in the main body of the paper. Usualy, the
information in an appendix is alarge table, along cross-reference to the text, a
sample of aquestionnaire or other survey insrument used in the research.

If your paper has only one appendix, you should ssimply label it Appendix; if
your paper has more than one appendix, you need to label each one with a
capital letter (Appendix A, Appendix B, Appendix C, etc.)

4.4. English References
At the end of your paper, you must provide a reference list in an aphabetical
order by the surname of the author. If you use the title Bibliography, you can
list out both references cited in the text and the relevant works which have
been consulted. If you use the title Reference, you should only list out the



references cited in the text.

Generd forms,
i.
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ii. A chapter or an article in an edited book

iii. Periodicd (e.g., journd articles)

iv. Daily newspaper report or article

Sample: Book reference
i. A reference to an entire book

ii. Book in new edition (second, third, etc.)

iii. Edited book

iv. Trandated work

v. Book, group author as publisher



Note. When the author and publisher are identical, use Author as the
same of the publisher.

Sample: A chapter or an articlein an edited book

Sample: Periodica

Sample: Daily newspaper report or article




4.5. Chinese References
For paper written in Chinese, the format of reference documentation used by
Chinese Social Science Quarterly (CSSQ System) is recommended. The details
aeasfollows

/
/ [13 bR
1990 5 7
1989 5-9
1992
5 8 12
4. 1990
233
5 13
1991 9
6. 1991 462 464
7. 1991 2
8. 1970 2
. 1990 23

10. Robert Gilpin, Economy of Internation Relations, Princeton: Princeton
University Press, 1986, p. 5.
11. Max Singer and Aaron Wildavsky, The Red World Order, Chatham House

10



Publishers, 1993, pp.5-10.

p . 1992
33-44

« . 1992
18

: " 1993 3 23 6

Robert Arts, “Power”. J. Nye ed., Power, Cambridge: Harvard University Press,
1988, pp. 23-35.

Robert Gilpin, “War and Change”, International Organization, Vol. 33, No. 4,
1993, pp. 45-55.

Robert Knorr, “China: Third Economic Power”, New York Times, June 10, 1992.
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