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1. Introduction: why this document?
This document is designed as a formal model for writing a termpaper in linguistics. While it contains (hopefully) useful information about formatting, structuring, quoting and other issues, its own layout can be itself used as a model for your own work. The paper is organised as follows: in chapter 2, I provide some technical and typographical instructions for formatting and for dealing with quoted material. Chapter 3 then deals with the issue of quoting and providing references on a more general level. 

2. Formatting

2.1. Technical issues

This document ist formatted in the following way. Page layout: page margins top 2.5cm, bottom 2.5cm, left 3cm, right 3.5cm (i.e. text area 14.5cm by 24.5cm). That’s about 37 lines, 450 words per page. Page numbering top right, starting with the first page of text. Text settings: Times New Roman, body text 12pt, 1.5-spaced; other text 11pt, single-spaced. First line of paragraphs indented by 0.6cm, except in first paragraph after a heading or quotation. Text left and right aligned.

In order to use the same settings in your own document, you can use this document as a template by saving it and deleting all the text in its main part. Then, when writing your own text, use styles (“Formatvorlagen”) consistently for formatting. Never enter formatting such as font, size, bold etc. manually, but just select the right paragraph type from the styles dropdown box. Use the following styles: Überschrift 1 – Überschrift 3 for chapter headings. Textkörper for the first (unindented) paragraph of text after a heading, example or block quote. Textkörper-Erstzeileneinzug for all other paragraphs of body text. Blocktext for long quotations. Example for numbered linguistic examples, and Example2 for the second and subsequent in a row of numbered examples, as in (1

 REF ExTestA a–b). Bibliography for the bibliographic entries in your reference section. 

(1)
a.
*Dies ist ein Beispieli das ich nicht weiß wo (i hingehört.


b.
*This is an examplei that I don’t know why I even included (i.
2.2. Other formatting and typographic details

Use special typographical markings consistently. Italics (with no quotation marks) are used for words or expressions you are talking about (quoted words or short example expressions in the text). Italics are also used for book and journal titles, especially within the bibliography, and for foreign or technical terms when you are explicitly talking about them (not when you are just using them), e.g. when you introduce and define them for the first time:

Klein (1994) introduces the term topic time for what scholars in the tradition of Reichenbach have called reference time.
Finally, italics may also be used for giving special emphasis to a word (but use this very sparingly!)

As for quotation marks, double quote marks should be used for text verbatim quoted from somebody else (within the text). Double quote marks are also used around the titles of articles, manuscripts, internet pages etc. in the bibliography. Single quote marks are used for quotations within quotations, and for descriptions of the meaning of a term, or translations of a non-English example sentence. Example: 

The English word have once only had the meaning of ‘possess’, but later came to be used also as an auxiliary to form the perfect. […] French, too, uses the auxiliary avoir (‘have’) to form a perfect.

If you want to quote longer passages of text (more than two lines), then instead of inline quoting with quotation marks, you should use block quotes (indented paragraphs) with no quotation marks, as above.

A special case, especially in syntax papers, are linguistic example sentences. If you quote linguistic material that is too long to be placed inline in the text without interrupting the flow of text too much, then place it in a paragraph of its own. In this case, always provide numbering in brackets, and refer to it in the text by quoting the number, as in (2) or as in (1) above, repeated here as (3) for convenience:

(2)

Which example sentencei did you say Mary hoped that John would include (i in his term paper?

(3)
a.
*Dies ist ein Beispieli das ich nicht weiß wo (i hingehört.


b.
*This is an examplei that I don’t know why I even included (i.
3. Quoting and references

3.1. Inline quoting formalities

There are different conventions about how to give references. They can be divided into two general styles: the footnote style and the inline style. In linguistics, the inline style is preferred. Please use it consistently in your termpapers.

Within the text, identify all sources in the format “Author (Year: Pages)”, or, if the whole reference is parenthetical within the text, “(Author Year: Pages)”. Examples:

Filppula (1999: 32–33) discusses the question of how uniform Irish English dialects are among each other, quoting contributions by Harris (1984), Kallen (1994), Henry (1977) and others.

… It has been said that “perhaps the most remarkable feature of the present-day Anglo-Irish dialects is their relative uniformity” (Bliss 1977: 18).

Always provide page numbers in these inline references if you are referring to a specific claim or idea of the author. You may omit them only if you are referring to the work as a whole or to a very general summary of its ideas as a whole.

These inline references should be complete but as brief and unobtrusive as possible. Do not include additional material (First names, abbreviations for “p.” or “S.”, titles of works) in them. 

Do not also provide a footnote if you have already identified a source inline. Footnotes are used only in rare cases, for additional information that is necessary for the reader but would distract too much from the main line of argument if placed in the text.

Every source that has been mentioned in the text, including works that you haven’t read yourself but only refer to second-hand, must be listed in the reference list at the end of the paper, with full bibliographical information. This also applies to internet sources or similar material.

3.2. Bibliographical styles

There are a huge number of different ways to format a bibliography. They can again be divided into two principal systems: the Author–Year–Title style and the Author–Title–Year style. Apart from that, they only differ in the use of punctuation and other small details. In linguistics, the Author–Year–Title style is by far the preferred one, as it matches the Author–Year style of inline references within the text. Please use it for your linguistics work. Here is one version of the Author–Year–Title style. While you will find others, slightly different ones in other stylesheets, please use this one consistently in this course:

· [Book:] 
Lastname, Firstname (Year): Title: Subtitle. Place: Publisher.

· [Collection (“Sammelband”) quoted as a whole:]
Lastname, Firstname (ed.) (Year): Title: Subtitle. Place: Publisher.

· [Article in collection, quoted individually:] 
Lastname, Firstname (Year): “Title: Subtitle”. In: Firstname Lastname (ed.), Booktitle: Subtitle. Place: Publisher. Firstpage–Lastpage.

· [Article in collection, if the collection itself has its own entry:]
Lastname, Firstname (Year): “Title: Subtitle”. In: Lastname (ed.), Firstpage–Lastpage.

· [Article in journal:]
Lastname, Firstname (Year): “Title: Subtitle”. Journal-Name Number: Firstpage–Lastpage.

· [Unpublished work:]
Lastname, Firstname (Year): “Title: Subtitle”. Unpubl. ms./PhD thesis/etc., University of XYZ.

· [Article available on the Internet:]
Lastname, Firstname (Year): “Title: Subtitle”. http://URL. [Date]

· [Anonymous Internet material:]
“Page title”. http://URL [Date]

Works with several authors/editors: replace “Lastname, Firstname” with “Lastname1, Firstname1, Firstname2 Lastname2, Firstname3 Lastname3” (mark the order!). Replace “(ed.)” with “(eds.)”. In the inline references, use “Lastname1/Lastname2/Lastname3”.

Please be consistent about capitalization in titles. Proper names (such as the titles of journals etc.) are always capitalized. In titles of books and articles, you can either use the normal orthography, or capitalize all lexical words (nouns, verbs, adjectives, adverbs.) If you choose the former option, be consistent about whether you start the subtitle of a two-part title with a capital letter or not.

3.3. Techniques of quoting - do’s and don’t’s

General rules:

· Every source must be acknowledged (see formalities of quoting above).

· Verbatim quoting and non-verbatim reporting must be clearly separated from each other.

· The ideas of the authors quoted must be clearly distinguishable form your own.

· The logical progression of ideas and arguments should always be your own, not that of your sources.

Failure to observe this, even if unintentionally, may result in accusations of plagiarism!

Do:

· Use a simple inline reference to identify your source, if you want to back up a single, individual observation or claim, which is otherwise integrated into your own line of argument. Example:

Even between closely related varieties spoken by different groups in the same area, phoneme inventories are not always identical. For instance, in Irish English, some speakers do not distinguish between /t/ and /θ/, pronouncing both thank and tank with an alveolar stop [t]. Other speakers make a phonemic distinction but realise th  as a dental stop [t̻], contrasting with an alveolar stop [t] (Hickey 1999: 267).

If you need to base more than a single observation on one source, for instance if a single source is the basis for a whole section of yours, you need to do more than this. 

· Introducing the source, try to give a general characterization of what kind of work the source is, and what its relevance with respect to the topic is.

· Be explicit: accompany everything you take over from the source (verbatim or not), with a statement of your own describing what the quoted author is doing with his (and your) topic.

· Keep your distance: talk about the work of the quoted author, make it the object of your text, not just a means for you to talk about your topic.

Don’t:

· Don’t just paraphrase the work quoted.

· Don’t take over the logical structure, order and progression of ideas from your source.

· Don’t make it appear that your perspective on the topic is exactly the same as that of your source. Don’t be a mere mouthpiece of the author quoted.

· Don’t be ashamed if you have few ideas of your own to contribute on the topic, above and beyond what your source is saying. Don’t try to hide this by pretending the author’s ideas were your own! Even when you’re just reporting other people’s ideas, there is still a contribution you can make: bring order and structure into the text for your reader; tell your reader what the significance of the quoted source is with respect to your topic.

Here’s an extended example. Suppose you’re writing a term paper on ‘Estuary English’, and you come across the following passage in a book on British accents (Foulkes/Docherty 1999: 11). You want to quote from it, because it describes how London-based regional accents are influencing accents elsewhere in Britain:

Several recent studies have in fact shown indications that non-standard varieties are coming to exercise more and more influence on variation and change. Trudgill’s Norwich data collected in 1983, for instance, reveal new changes such as h-dropping, th-fronting, and an increasing use of labial forms of r. All of these appear to be modelled not on RP but on non-standard varieties. Other chapters included in the present volume find similar evidence for the sudden appearance of non-standard variants in the speech of a community. Most of the recurrent changes recorded by our contributors appear to stem from non-standard varieties as they are spoken in the south-east of England. Plenty of evidence is therefore mashalled to support Wells’ (1982: 301) speculation that London’s ‘working-class accent is today the most influential source of phonological innovation in England and perhaps in the whole of the English-speaking world’. th-fronting (the use of [f] and [v] instead of [θ] and [ð]) and labial forms of r are also noted in Milton Keynes, Reading, Hull, Newcastle and Derby. These particular changes are mainly in evidence within England, but there are also some signs of infiltration into both Cardiff English and also Scottish varieties (th-fronting appears in Glasgow, for example).

Don’t do it as in the paragraph below. This could be rated as plagiarism, even though the source is acknowledged!

Several recent studies have shown indications that non-standard varieties are coming to exercise more and more influence on variation and change (Foulkes/Docherty 1999: 11). For instance, Trudgill’s Norwich data show that there are new changes such as h-dropping, th-fronting, and an increasing use of labial forms of r. Most of the changes seem to stem from non-standard varieties as they are spoken in the south-east of England. This supports Well’s speculation that London’s “working-class accent is today the most influential source of phonological innovation in England and perhaps in the whole of the English-speaking world” (Foulkes/Docherty 1999: 11).

The following is technically acceptable, but still not very good:

Foulkes and Docherty (1999: 11) write that there are many indications that “non-standard varieties are coming to exercise more and more influence on variation and change”. For instance, they say that Trudgill (1999) shows that there are new changes in Norwich, such as h-dropping, th-fronting, and an increasing use of labial forms of r. Most of the changes seem to stem from non-standard varieties as they are spoken in the south-east of England. Foulkes and Docherty believe that this supports the view that London’s “working-class accent is today the most influential source of phonological innovation in England and perhaps in the whole of the English-speaking world” (Wells 1982: 301, quoted after Foulkes/Docherty 1999: 11).

The following is much better:

The view that south-eastern English non-standard speech is one of the strongest centres of phonological innovation in modern British varieties was put forward by Wells (1982: 301). It has found strong support in recent findings reported in Foulkes/Docherty (eds.) (1999), a collection of sociolinguistic studies of present-day vernacular varieties in different parts of the British Isles. In their introduction to the volume, the editors sum up what is one recurrent topic across many of these studies: “non-standard varieties are coming to exercise more and more influence on variation and change” (Foulkes/Docherty 1999: 11). Among the phonological features that play a role in this respect are h-dropping, th-fronting, and the increasing use of labial forms of r. These features were, for instance, found as recent innovations in the speech of Norwich in the 1980s (Trudgill 1999). All these features seem to have their source in the south-east. As an explanation for the recurrent findings with respect to these variables, Foulkes and Docherty stress the strong influence exercised by the working-class accent of the London area. 

While it is generally not good to take over whole lines of ideas from a source, sometimes you may need to report on a progression of ideas as a whole, for instance if you want to demonstrate how and with what kinds of arguments the author arrives at his conclusions. Again, it helps to be as explicit as possible about this:

… A (2000) argues against the view X, proposing instead that Y. His argument involves empirical data from B (1995) and is based on the theory of Z found in C (1992). A’s argument is as follows: First, … Second, … From this, A concludes (2000: 24) that …

3.4. Quoting second-hand

Often you will come across passages in the literature that refer to yet other sources, and you may want to quote from such passages. Many students have difficulties dealing correctly with the second-hand, indirect references involved in such situations.

· Consider first if you can look up the source yourself and quote directly from it. That’s the safest and cleanest way.

· Consider if you need the source at all. Often, authors just quote lots of other authors because they need to give as complete a picture as possible of previous scholarship. Such works might not really be relevant to your argument.

· Think twice before you quote something second-hand simply because a passage happens to be quoted verbatim in your direct source. Just because it sounds nice doesn’t necessarily mean it contributes something significant to your questions.

· Independently of whether or not you actually quote, try to learn from your direct source on a technical level: how does the author introduce the other sources, how does he relate their ideas to his own, what expressions does he use to achieve this, what formal conventions does he follow? 

· If you do decide to refer to a source second-hand, you must enable your reader to identify it. Refer to it in the text using the normal “Author (Year)” style, and include it in your references list with full bibliographical information, like any other work. You should find those in the reference list of your direct source. (If it hasn’t got one, it is probably not worth quoting from anyway.)

· If you are referring just to an individual observation or idea from an indirect source, independently of the context from which you took it in your direct source, you can safely acknowledge this in the following way:

… It has been said that “perhaps the most remarkable feature of the present-day Anglo-Irish dialects is their relative uniformity” (Bliss 1977: 18, quoted after Filppula 1999: 33).

· If your indirect quoting is connected with an extended line of argument within your direct source, on which your own discussion is based, then you should do more than just name the source:

· Avoid mere paraphrasing. If you find yourself mentioning several indirect sources in the same order and with the same content as they are mentioned in your direct source, this should set the alarm bells ringing. It’s a sure sign you lack independence of perspective vis-à-vis your direct source!

· Avoid taking over evaluative comments about the indirect sources from your direct source.

· Be explicit: talk about your direct source, and describe explicitly what your direct source is doing with the indirect source. Use your own words in doing so. Examples (assume A is the author you’re reading, and B, C, and D are authors referred to by him):

… A (2000: 20) gives a state-of-the-art survey of previous work on the topic X, quoting, among others, contributions by B (1995), C (1998), and D (1999).

… A (2000: 20) sums up the two main strands of theory with respect to topic X: the Y theory, represented by B (1985), and the Z approach, advocated most strongly by C (1990) and D (1995).

… A (2000: 20) develops his theory of X on the basis of previous findings by B (1985), whom he quotes as saying …

… In discussing X, A (2000: 20) takes as a point of departure B’s (1995) well-known definition of Y: … 

… A (2000: 20) critically discusses the proposal, by B (1995: 100), that X … B had assumed that Y … Against this, A (2000) argues that Z …

4. Conclusions

It is always a good idea to end your paper with a short section that sums up your main points. Even though I do not have to say much in the way of such a conclusion at this point, I am nevertheless providing one here, just so as to make the table of contents look more complete.
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