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Purpose

The handout for undergraduate and Master's graduate paper guidelines provides the basic requirements for preparation of papers and the minimum criteria to be used in grading papers. The word paper is used throughout the handout for essays, term papers, research papers, theses, and other formal papers assigned at the undergraduate and Master's level. The purpose is to provide a minimum standard for students, so they will not have to follow different requirements for each course at Colorado Technical University (CTU). Individual professors may make exceptions to the grading criteria.

Minimum Requirements

All papers must be typed or word processed; handwritten papers are not acceptable. Papers become the property of the department to which they are submitted and the property of CTU. Students who want to keep a copy of their paper need to make a copy for their own files.

The format for papers at CTU follows the basic guidelines published in the fifth edition of the Publication Manual of the American Psychological Association (APA) (2001). The APA manual can be checked out from the library or purchased at the CTU Bookstore; an abbreviated version of the APA handout is available online at http://www.ColoradoTech.net. An introduction to the APA format is provided within this handout.

Academic papers generally contain a title page, an abstract page, a body-text section, and a reference page. Other individual course requirements might include illustrations, tables, and appendices. Specific paper requirements are specified by each instructor.

The title page identifies the writer and the topic. An example title page is included in the handout. The title of the paper should be creative, descriptive, and meaningful to the subject.

The abstract is a short synopsis (no more than 120 words) of the paper, and the first paragraph is not indented. The abstract is on a page by itself and follows the title page.

The text of the paper includes the introduction, the body, and the conclusion. The introduction catches the reader's attention, presents the topic, gives background information on the topic, and, within the thesis statement, previews the major subtopics (subheadings). The body is divided into the appropriate subtopics (subheadings) in the same order given in the thesis statement. The conclusion briefly summarizes the main points of the paper, revisits and/or restates the thesis statement, and presents any conclusions drawn from each of the subtopics.

The reference list is on a page by itself at the end of the document. Simply titled References, the reference list identifies the sources actually used within the document and provides the information necessary to identify, locate, and retrieve each source. Sources cited in the reference list are mentioned within the text as parenthetical references.
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Format and Layout

Page Dimensions

Normal page dimensions are 8 ½-by-11.

Font

The required font is Times New Roman, size 12 point, regular. No bold font is used.

Margins

Leave a margin of 1" on all four edges (top, bottom, left, and right) of all pages.

Right margins should be uneven or ragged (i.e., left justified or aligned).

Text Spacing

All text should be double-spaced, including headings, subheadings, block quotations, numbered lists, bulleted lists, and reference citations. One space follows all punctuation marks except internal periods in abbreviations (e.g., a.m., i.e., and U.S.).

Paragraph Indentation

The critical rule for paragraph indention is consistency. Indent all paragraphs 0.5" (five spaces) from the left margin, with the exception of the first paragraph on the abstract page (not indented at all) and block quotations (entire block quotation indented 0.5" on the left side only).

Pagination

Every page of the paper, including the title page, must display a page number, beginning with the Arabic numeral 1 and running consecutively to the end of the paper.

Headers

Headers are used as the insertion point for the page headers (i.e., the first two or three words from the title) and the page numbers. Headers should be set 0.5" from the top margin of the paper and should be right justified so the page number is one-inch from the right margin. The page headers are separated from the page number by five spaces. Do not confuse the page header with the running head, which only goes on the title page.

Headings and Subheadings

The headings used in an APA document include the word Abstract, the title of the document - used in place of the word INTRODUCTION - any subheadings, the word Conclusion, and the word References. Headings and subheadings are NOT bold.

Headings are typed using uppercase and lowercase letters; capitalize the first letter of major words. Capitalize the first word in a complete sentence; capitalize the first word after a colon that begins a complete sentence. Conjunctions, articles, and short prepositions are not considered major words; however, capitalize all words of four letters or more.

All headings and subheadings must be followed by at least two lines of text; headings and subheadings may not appear at the bottom of a page by themselves (known as a widow or an orphan). Three sentences minimum make a complete paragraph.

Sections and Subsections (using subheadings)

For an academic paper, usually only two levels of headings/subheadings are needed. Headings should be centered and typed in both uppercase and lowercase letters; they are not bold (Abstract, title of the paper, Conclusion, References). Subheadings should be flush left (on the left margin), italicized, and typed in both uppercase and lowercase letters; they are not bold.

Abstract (example of heading)

Subheading One (example of a subheading)

The title page is a separate page. The abstract, titled Abstract, is a separate page. The body text, containing the introduction, the main points, and the conclusion, flows continuously; the sections/sub-sections are not on pages by themselves. The reference list, titled References, is on a page by itself.

Figures and Tables

Number all figures and tables with Arabic numerals in the order in which the figures and tables are first mentioned in the text, regardless of whether a more detailed discussion of the figures and tables occurs later in the text.

Give every figure a brief but clear title (e.g., Figure 1. Satellite view of Denver.); end the title with a period. Double-space the title, and place the title below the figure.

Give every table a brief but clear title (e.g., Table 1. Major subdivisions in Denver); do not end the title with a period. Double-space the title, and place the title above the table.

In the text, refer to figures and tables by their numbers: as shown in Figure 2, the subdivisions . . .as shown in Table 2, the subdivisions . . .; subdivisions in Denver (see Figure 3) (see Table 3). Do not write "the figure/table above" (or below) or "the figure/table on page 3," as it is important to guide the reader to the correct figure or table. When referring to a figure or table within text, the words Figure and Table are capitalized (e.g., Figure 4, Table 4).

Cite the source below the figure title in a note or below the table in a note, giving credit to the original author.

For material from a periodical (i.e., journal or magazine), the note includes Note. From "Title of Article," by Author, year, Title of Journal or Magazine, volume, (issue), p. x. 

Example – 

Note. From "Runaway runoff," by Tracy Baxter, 1998, Sierra Magazine, 83(3), p. 12.

For material from a nonperiodical (i.e., book), the note includes Note. From Title of Book (p. x), by Author, year, Place of Publication: Publisher.

Example – 

Note. From The reclamation of Pikes Peak (p. 24), by Jason Smith, 1997, Denver, CO: Western Book.

Abbreviations

When using abbreviations, a word or term to be abbreviated must, on its first appearance, be written out completely and followed immediately by its abbreviation within parentheses. Thereafter, the abbreviation is used in the text without further explanation; do not switch between the abbreviated and written out form of the word or term. Avoid beginning a sentence with an acronym or an abbreviation. The United States is only abbreviated when used as an adjective (U.S. Army). To form the plural of most abbreviations, add s alone, not italicized, and without an apostrophe (Eds. vols.); to form the plural of the reference abbreviation p. write pp.; do not add s. Never begin a sentence with a lower case abbreviation (e.g., vols.).

The reference list may contain APA accepted abbreviations.

	Abbreviation
	Complete Word/Term
	Abbreviation
	Complete Word/Term

	chap.
	chapter
	p. (pp.)
	page (pages)

	ed.
	edition
	Vol.
	Volume (as in- Vol. 6)

	rev. ed.
	revised edition
	vols.
	volumes (as in- 6 vols.)

	2nd ed.
	second edition
	No.
	Number

	Ed. (Eds.)
	Editor (Editors)
	Pt.
	Part

	Trans.
	Translator(s)
	Tech. Rep.
	Technical Report

	n.d.
	no date
	Suppl.
	Supplement


Note. From Publication Manual of the American Psychological Association, 5th ed. (p. 217), by the American Psychological Association, 2001, Washington, DC: Author. Copyright 2001 by the American Psychological Association.

	Abbreviations for States and Territories

	Location
	Abbreviation
	Location
	Abbreviation

	Alabama
	AL
	Missouri
	MO

	Alaska
	AK
	Montana
	MT

	American Samoa
	AS
	Nebraska
	NE

	Arizona
	AZ
	Nevada
	NV

	Arkansas
	AR
	New Hampshire
	NH

	California
	CA
	New Jersey
	NJ

	Canal Zone
	CZ
	New Mexico
	NM

	Colorado
	CO
	New York
	NY

	Connecticut
	CT
	North Carolina
	NC

	Delaware
	DE
	North Dakota
	ND

	District of Columbia
	DC
	Ohio
	OH

	Florida
	FL
	Oklahoma
	OK

	Georgia
	GA
	Oregon
	OR

	Guam
	GU
	Pennsylvania
	PA

	Hawaii
	HI
	Puerto Rico
	PR

	Idaho
	ID
	Rhode Island
	RI

	Illinois
	IL
	South Carolina
	SC

	Indiana
	IN
	South Dakota
	SD

	Iowa
	IA
	Tennessee
	TN

	Kansas
	KS
	Texas
	TX

	Kentucky
	KY
	Utah
	UT

	Louisiana
	LA
	Vermont
	VT

	Maine
	ME
	Virginia
	VA

	Maryland
	MD
	Virgin Islands
	VI

	Massachusetts
	MA
	Washington
	WA

	Michigan
	MI
	West Virginia
	WV

	Minnesota
	MN
	Wisconsin
	WI

	Mississippi
	MS
	Wyoming
	WY


Numbers

Write out numbers at the beginning of sentences; use words to express numbers below 10, and use numerals to express numbers 10 and above. Exceptions: Use numerals to express all numbers immediately before a unit of measurement (3 feet), to express percentages (5%), to express time (in about 3 years, at 12:30 a.m., for 1 hr 34 min), to express dates (May 1, 2001), to express ages (8-year-olds), to express exact sums of money ($5, 3 million, $2.5 billion), and to express parts of books and tables (chapter 5, Table 3). 

Use words to express common fractions (two-thirds majority, reduced by three fourths). Combine words and numerals to express back-to-back numbers (twenty 6-year-olds, the first 10 items, 2 two-way interactions). Use a zero before a decimal point when numbers are less than one (0.5"). 

Use commas between groups of three digits in most figures of 1,000 or more. Exceptions - Do not use a comma to express page numbers (page 1029, p. 1029) or to express serial numbers (2947475882).

To form the plurals of numbers, whether expressed as words or numerals, add s or es alone, without an apostrophe and not italicized (fours and sixes, 1980s, 10s and 20s).

Punctuation

Punctuation marks establish the rhythm of a sentence. Frequently used punctuation marks include the comma, colon, parentheses, period, quotation marks, question mark, and semicolon. While there are many usage rules for punctuation marks, only the basic rules are included here.

Comma

Use a comma between elements (including before and and or) in a series of three or more items. Example – Measure the height, weight, and depth.

Use a comma after a long introductory phrase or clause. Example – While many different ideas were discussed, the council members could not decide on a plan to save water.

Use a comma to set off a nonessential or nonrestrictive clause that embellishes a sentence. If the nonessential or nonrestrictive clause is removed, the grammatical structure and meaning of the sentence remains intact. Example – Tourists, from all parts of the United States, came to Colorado Springs this summer.

Use a comma with a coordinating conjunction between two complete sentences. There are seven coordinating conjunctions: for, and, nor, but, or, yet, so (FANBOYS). Example – The students in the day class passed the test, but the students in the night class did not pass the test. This is an incorrect example: Bob ordered a meal that included sausage, and bacon.

Use a comma to set off the year in exact dates. Example – September 30, 2002, was the correct date.

Use a comma to set off the year in parenthetical references. Example – (Smith, 2002) or Smith, 2002, discovered the flaw.

Colon

Use a colon between a complete sentence and a final phrase or clause that illustrates, extends, or amplifies the preceding thought. Example – There is one thing all drivers on Vincent Road feel:  frustration.

Use a colon between two complete sentences, providing the second compete sentence illustrates, extends, or amplifies the preceding thought. When the colon is followed by a complete sentence, it begins with a capital letter. Example – Drivers on Vincent Road were frustrated: They had to sit through the traffic signal five times before merging onto Woodman Road.

Use a colon after a complete sentence to introduce a series of items. Example – The students had several beverage choices: coffee, lemonade, soda, and water.

Do not use a colon after the block quotation introduction that is not a complete sentence.

Use a colon in reference citations between the place of publication and the publisher. Example – St. Louis, MO: ABC Press. Remember to retain only the words Press and Book when citing a publisher.
Dash

Use a dash to set off single words, phrases, or clauses that emphasize, draw attention, or add information within a sentence. Dashes can be used alone or in pairs. Example – The pavement on bridges – like the one on Vincent Road – freezes faster than the pavement on streets.

Parentheses

Use parentheses to set off structurally independent items. Example – The numbers were significant (see Figure 2).

Use parentheses to introduce an abbreviation. Example – The case was closed by members of the Federal Bureau of Investigation (FBI).

Use parentheses to set off letters that identify items in a series within a sentence or a paragraph. Example – The written assignments include (a) a definition essay, (b) a cause and effect essay, and (c) an argumentative research paper.

Use parentheses to set off reference citations in text. Example – Smith and Jones (2001) reported that the city had doubled in size. The actual numbers were astounding (Chan, 2002). No one realized that the "city had doubled in size" (Smith & Jones, 2001).

Period

Use a period to end a complete sentence. Example – Today is the first day of class.

Quotation Marks

Use double quotation marks to introduce a word or phrase used as an ironic comment, as slang, or as an invented or coined expression; use quotation marks the first time the word or phrase is used; thereafter, do not use quotation marks. Example – His actions were not considered "normal."

Use double quotation marks to set off the title of an article or chapter in a periodical or book when the title is mentioned in text. Example – Rutledge's (2002) article, "Deactivated Reservists Deal with Uncertainty," specifically presents issues that reservists encounter when they are called to active duty.

Use double quotation marks to enclose direct quotations in text. Use single quotation marks within double quotation marks to set off material that was enclosed in double quotation marks in the original source. Example – Miele (1993) found that "the 'placebo effect,' which had been verified in previous studies, disappeared when behaviors were studied in this manner" (p. 26).

Do not use double quotation marks to enclose block quotations (quotations of 40 words or more).

Place periods and commas within single or double quotation marks. Place colons and semicolons outside single or double quotation marks. Place question marks, exclamation points, and dashes within single or double quotation marks if they are part of the direct quotation. When a sentence ends with a parenthetical reference, place the single or double quotation marks before the parentheses, and place the terminal punctuation mark after the parentheses. Examples – 

( Robert Frost (1920) wrote the poem "The Road Not Taken."
CORRECT

( Robert Frost (1920) wrote the poem "The Road Not Taken".
INCORRECT

( The behavior was not considered "normal" (Smith, 2002, p. 24).
CORRECT

( The behavior was not considered "normal." (Smith, 2002, p. 24)
INCORRECT

( The behavior was not considered "normal." (Smith, 2002, p. 24).
INCORRECT

Question Mark

Use a question mark at the end of a sentence that asks a direct question. Example – Who did not complete the homework assignment?

Semicolon

Use a semicolon to separate two complete sentences that are not joined by a comma and a coordinating conjunction. Example – The students in the day class passed the test; the students in the night class did not pass the test.

Use a semicolon to separate items in a series that already contain commas. Example – Bob ordered a sandwich with bacon, lettuce, and tomato; Jane ordered a sandwich with turkey, lettuce, and tomato; and Jon ordered a sandwich with pastrami, lettuce, and tomato.

Use a semicolon to separate a series of authors within a parenthetical reference. Example – (Davis & Smith, 2001; Sloan, 2001; Williams, 2001).

Quoted Material

Whether paraphrasing or quoting an author directly, credit must be given to the source. For the citation, the information provided varies depending on whether the source was in print or electronic form. The placement of quoted material depends on the length of the material quoted.

In-text quotations

Material directly quoted from another author's work should be reproduced word for word. Include short quotations (fewer than 40 words) directly within running text, and enclose the quotation with double quotation marks. Introduce all quoted and paraphrased material, and clearly identify the relevance of the quoted material to the point being made.

Block quotations

Display a quotation of 40 or more words in a freestanding block of text (called a block quotation), and omit the quotation marks. Start a block quotation on a new line, and indent the entire block 0.5" from the left margin. The first paragraph of a block quotation does not contain a paragraph indention; however, any additional paragraphs within a block quotation contain an additional first line indention of 0.5". The entire block quotation is double-spaced.

Double or single quotation marks

In text use single quotation marks within double quotation marks to set off material that, in the original source, was enclosed in double quotation marks.

In block quotations do not use quotation marks to enclose the quoted material. Use double quotation marks to enclose any material quoted within a block quotation.

With other punctuation place periods and commas within closing single or double quotation marks unless a parenthetical reference appears at the end of the sentence. Place other punctuation marks inside quotation marks only when they are part of the quoted material.

Accuracy

Direct quotations must be accurate and must follow the wording, spelling, and interior punctuation of the original source, even if the source is incorrect. If any incorrect spelling, punctuation, or grammar in the source might confuse readers, insert the word sic, italicized and bracketed, immediately after the error in the quotation. Example – "The cat runned [sic] fast" (Smith, 2001, p. 24). Do not omit citations embedded within original quoted material; the citations are not added to the reference list.

Several changes in the source require no explanation. The first letter of the first word in a quotation may be changed to an uppercase or a lowercase letter. The punctuation mark at the end of a sentence may be changed to fit the syntax. Double quotation marks may be changed to single quotation marks and visa versa. Any other changes must be specifically indicated within brackets.

Several changes in the source require explanation. Changes like omitting material, inserting material, and adding emphasis require a specific explanation.

Omitting Material. Use three spaced ellipsis points (. . .) within a sentence to indicate that material has been omitted from the original source. Use four spaced ellipsis points (. . . .) to indicate any omission between two sentences. The first point indicates the period at the end of the first quoted sentence, and the three spaced ellipsis points follow. Do not use ellipsis points at the beginning or at the end of a quotation.

Inserting Material. Use brackets, not parentheses, to enclose material inserted in a direct quotation.

Adding emphasis. To add emphasis to a word or words in a quotation, italicize the word or words. Immediately after the italicized words, insert within brackets the words italics added. Example – [italics added].

Source citations with quoted material

Punctuation around source citations differs depending on where the quotation or paraphrased material falls within a sentence or the text.

In midsentence. End the quoted material with quotation marks, insert one space, cite the source in parentheses immediately following the quotation marks, and continue the sentence. Example – She stated, "The 'placebo effect' . . . disappeared when behaviors were studied in this manner" (Allen, 1991, p. 277), but she did not clarify which behaviors were studied.

At the end of a sentence. Close the quoted material with quotation marks (leaving out the terminal punctuation), insert one space, cite the source in parentheses, and end with a period or other terminal punctuation outside the final parenthesis. Example – She found that "the 'placebo effect,' which had been verified in previous studies, disappeared when [only the first group's] behaviors were studied in this manner" (Allen, 1991, p. 277).

At the end of a block quotation. End the quoted material with a terminal punctuation mark, insert one space, and cite the source in parentheses. Example – 

Many interesting study results were reported:

The "placebo effect," which was verified in previous studies, disappeared when behaviors were studied in this manner. Furthermore, the behaviors were never exhibited again [italics added], even when reel [sic] drugs were administered. Earlier studies (e.g., Asher, 1989; Fuller, 1974) were premature in attributing the results to a placebo effect. (Allen, 1991, p. 277)

The Reference List

The reference list at the end of a written document identifies the sources actually used within the document and provides the information necessary to identify, locate, and retrieve each source. A reference list cites works that are specifically used in support of the written document; a bibliography cites works for further reading that are not specifically used in support of the written document. References are cited in text using an author-date citation system and are listed alphabetically in the reference list. Each reference cited in a document's text must appear in the reference list, and each reference list entry must appear in the document's text as a parenthetical reference. The same basic information, presented in the same order, is included in all reference list entries:  author, year of publication, title, and publishing data.

*
The reference list is simply titled References.

*
The reference list is double-spaced, and entries have a 0.5" hanging indent.

*
One space is placed after all punctuation marks.

*
The reference list entries are alphabetized by the surname (last name) of the first author (alphabetize entries containing numerals as if the numerals were spelled out).

Author(s)

*
Alphabetize entries by the surname (last name) of the first author (alphabetize entries containing numerals as if the numerals were spelled out).

*
Give the author's name in all entries when citing several entries by the same author, putting the earliest year of publication first.

*
One-author entries always go before multiple-author entries when citing several entries by the same author.

*
Entries with the same first author and different second or third authors are arranged alphabetically by the surname of the second author; they are not ordered by year of publication.

*
Entries with the same authors, listed in the same order, are arranged by year of publication with the earliest year of publication first.

*
Entries with the same author(s) and with the same publication date are arranged alphabetically by the title that follows the date (exclude the words A, An, and The), unless the entries are articles in a series (e.g., Part 1 and Part 2), in which case the entries are placed in series order instead of alphabetical order by title. Lowercase letters (a, b, c) are placed immediately after the year, within the parentheses.

*
Entries with different authors with the same surname are placed alphabetically by the first initial, and the initials are included in the parenthetical citations.

*
When no author is specified the agency, association, or institution is used as the author; full official names must be used both in the reference list and in the parenthetical citation (do not abbreviate). A parental body (i.e., University of Nebraska, Department of English) is used in place of a subdivision (i.e., subdivision = Department of English).

*
Anonymous entries are only used if a work is actually specified as being "anonymous." The word Anonymous is spelled out, and the entry is alphabetized as if Anonymous were a surname.

*
Invert all authors' names; give surnames and initials for up to and including six (6) authors. When there are seven (7) or more authors, abbreviate the seventh and any subsequent authors as et al. [et al. – not italicized and with a period after "al"].

*
Include a period and one space after each initial.

*
Use commas to separate authors, to separate surnames and initials, and to separate initials and suffixes (e.g., Jr. and III).

*
Use an ampersand (&) in place of the word "and" with two or more authors, before the last author.

*
When citing an editor or editors, list the editor's name or editors' names in the author position, and enclose the abbreviation Ed. or Eds. in parentheses after the last name.

*
Complete the author entry with a period; when an author's initial with a period ends the author entry, do not add an extra period.

Publication Date(s)

*
Within parentheses, give the year the work was originally copyrighted.

*
For magazines, newsletters, and newspapers give the year followed by the exact date of the publication (season, month, or month and day) in the parentheses.

*
If no date is available, write n.d. in the parentheses.

*
Complete the publication date entry with a period; the period follows the parentheses.

Title(s)

Nonperiodicals- items published separately like books, reports, brochures, manuals, and audio-visual materials

*
The first letter of every word is not capitalized within the title of a nonperiodical; titles of articles, audio-visual materials, books, brochures, chapters, manuals, and reports are not capitalized (i.e., items published on a separate, often one-time basis).

*
Capitalize only the first word of the title and of the subtitle (i.e., the first word following a colon), if any, along with any proper nouns.

*
Do not italicize the title of an article or a chapter; do not place quotation marks around the title of a nonperiodical; Complete the entry with a period.

*
Enclose non-routine and additional information, which may be important for identification and retrieval, in brackets immediately after the article title before the final period (e.g., edition or report number).

*
Do not italicize either the brackets or the information within the brackets; do not place a period between the title and the brackets. Complete the nonperiodical title entry with a period (the period goes after the brackets).

Periodicals- items published on a regular basis like journals, magazines, newsletters, and newspapers

*
The first letter of every word of four (4) letters or more is capitalized within a title of a periodical; titles of journals, magazines, newsletters, and newspapers are capitalized (i.e., items published on a regular basis).

*
Italicize the title; do not place quotation marks around the title.

*
The title entry is followed by a comma.

*
Give the volume number of journals, magazines, newsletters, and newspapers immediately after the comma; italicize the volume number.

*
Do not use the word Volume or the abbreviation Vol. before the volume number.

*
Include the issue number, not italicized, in parentheses immediately after the volume number (without a space), and place a comma after the parentheses.

*
If a periodical does not use volume numbers, insert the month, season, or date separated by commas, within the parentheses following the author(s) that contains the year (2002, February 14). Do not restate the year a second time.

*
Give inclusive page numbers; do not use the word Page(s) or the abbreviation p. or pp. unless citing references to newspapers; complete the entry with a period.

*
When citing references to newspapers, use the abbreviation p. for page and pp. for pages before the actual page numbers; complete the entry with a period.

Arabic numerals versus Roman numerals

*
While many volume numbers of books, journals, and magazines are given in roman numerals, APA style calls for the use of Arabic numerals (e.g., Vol. 7, not Vol. VII), as they require less space and are easier to read than roman numerals. However, a roman numeral that is part of a title will remain a roman numeral (e.g., Work to School VII).

Part of a Nonperiodical (book chapters)

*
The title of an edited book containing chapters includes the editor's name, preceded by the word In, and the italicized title of the book, followed by parenthesis that enclose the abbreviation pp. and the page numbers.

*
If additional information is necessary for retrieval (e.g., report number), place the additional information within the parentheses, immediately before the page numbers, and follow the information with a comma.

*
Complete the entry with a period.

*
As the editor's name is not in the author position, do not invert the name; use initials and surname; include all editors.

*
With two editors, use an ampersand (&) between the names; do not use a comma to separate the names.

*
With three or more editors, use an ampersand (&) before the final editor's name, and use commas to separate the names.

*
Identify the editor by the abbreviation Ed. in parentheses after the name; use Eds. in parentheses for more than one editor.

*
For a book with no editor, use the word In immediately before the book title.

Publishing Data

*
Publishing data include the location and name of the publisher.

*
Publishers' locations include the city and state for publishers in the United States and state or province and country for publishers outside the United States.

*
If the publisher is a university and the name of the state is included in the name of the university, do not repeat the name of the state in the publisher location.

*
The names of states are abbreviated in the reference list using the official two-letter United States Postal Service abbreviations.

*
Major cities housing well known publishers can be listed without the state abbreviation or country:  Baltimore, Boston, Chicago, Los Angeles, New York, Philadelphia, and San Francisco / Amsterdam, Jerusalem, London, Milan, Moscow, Paris, Rome, Stockholm, Tokyo, Vienna.

*
If two or more publisher locations are given, use the location listed first.

*
Complete the location entry with a colon.

*
Give the name of the publisher; write out the names of associations, corporations, and university presses; omit terms like publishers, company, or incorporated; retain the words Books and Press.

*
When the author and publisher are identical, use the word Author as the publisher's name.

*
Complete the publishing data entry with a period.

Retrieval Statement for Electronic Sources

*
When citing electronic sources from the Internet, the retrieval statement provides the date the information was retrieved and the exact Internet name and/or exact Internet address.

*
The retrieval statement is added to the end of the citation entry; the citation entry follows the standard periodical or nonperiodical format.

*
Start the retrieval statement with the word Retrieved, and follow the word Retrieved with the complete date, including month day, year; follow the complete date with a comma.

*
Follow the date and comma with the word from, provide a complete Internet address, and do not end the retrieval statement entry with a period.

Personal Communications

*
Personal communications include e-mail or messages from nonarchived discussion groups or electronic bulletin boards, letters, memos, personal interviews, and telephone conversations. As personal communications do not include, for the most part, recoverable data, personal communications are not included in the reference list and are cited within text only.

*
Within the text, identify the initials and the surname of the communicator, and, within parentheses, identify the type of communication, insert a comma, and provide the complete date. Example – According to R. R. Lunger (personal interview, October 11, 2001), "Colorado Springs is growing at an alarming rate."

Major classical works like the Bible

*
Reference entries are not required for major classical works like the Bible. Within the text, identify the book, chapter and verse, and, within parentheses, identify the version used. Example – 1 Cor. 13:1 (Revised Standard Version).

What to do if a source is not among those listed within this guide

*
For materials other than those listed within this guide, select an example that is most like the unlisted source, and follow that example. When in doubt, provide more information rather than less information.

Example Citations

Nonperiodicals

Nonperiodicals include items published separately like books, reports, brochures, manuals, and audio-visual materials. The general format includes -

Author, A. A., Author, B. B., & Author, C. C. (year). Title of work. City, State: Publisher.

Book with one author

Harris, Robert A. (2002). Using sources effectively: Strengthening your writing and avoiding plagiarism. Los Angeles: Pyrczak.

Book with two authors

Rosa, A., & Eschholz, P. (2000). The writer's pocket handbook. Boston: Allyn and Bacon.

Book with more than six authors

Schelling, J. R., Sloan, C. A., Mayo, D. F., Lunger, R. R., Williams, E. R., Walker, T. O., et al. (2002). Living the good life: From Virginia to Colorado. Hampton, VA: Irene Press.

Book with agency, association, or institution as author and publisher

Colorado High Altitude Association. (2001). Making adjustments: How high altitude alters cooking. Denver, CO: Author.

Book with editor as author

Lunger, E. M. (Ed.). (2002). Understanding how learning takes place. Denver, CO: ABC Press.

Book, with Jr. in author's name

Holland, S. A., Jr. (2001). Learning on the left side of the brain. Boston: In-Roads Press.

Book, edition other than the first

Samson, M. (2000). Thinking like a cat (3rd ed.). Colorado Springs, CO: Catonic Press.

Book, entry in an encyclopedia or dictionary

Spinrad, Hyron. (2001). Mars: Orbit and rotation. In Dale W. Jacobs (Ed.), The world book encyclopedia (M, Vol. 13, pp. 223-226). Chicago: World Book.

Book, revised edition

Samson, M. (2002). Thinking like a cat (Rev. ed.). Colorado Springs, CO: Catonic Press.

Article or chapter in an edited book, two editors

Moses, S. (2002). Discussion as a part of learning. In Raymond R. Lunger & Elizabeth S. Lunger (Eds.), Differences in learning styles (pp. 306-336). Hillsdale, NJ: Bookfolio.

Brochure
Hazelton Marketing & Publications. (1995). Historic old Colorado City [Brochure]. Colorado Springs, CO: Author.

Motion picture / Movie

Lawrence, R. (Producer), & Lurie, R. (Director). (2001). The last castle [Motion Picture DVD]. Beverly Hills, CA: DreamWorks Home Entertainment.

Music recording (artist & writer are the same)

Colin, C., Hotchkiss, R., Monahan, P., Stafford, J., & Underwood, S. (2001). Drops of Jupiter. On Train: Drops of Jupiter [CD]. New York: Columbia Records.

Music recording (artist & writer are not the same)

Cohen, L. (2001). Hallelujah [Recorded by R. Wainwright]. On Music from the original motion picture Shreck [CD]. Beverly Hills, CA: DreamWorks Records.

Secondary Source Citations

Give the secondary source in the reference list; in the body text of the paper, name the original work of the original author(s), and give a parenthetical citation for the secondary source.

Secondary Source Parenthetical Citation

According to Swanson and Marshall's study (as cited in Heart, Williams, & Holiday, 2002) there are many ways students learn.

Secondary Source Reference List Entry

Heart, A., Williams, E., & Holiday, C. (2002). Student learning in the digital age. Newport News, VA: ABC Press.

Television broadcast

Zirinsky, S. (Executive Producer), & Klug, R. (Director). (2002, September 27). CBS news 48 hours investigates [Television broadcast]. New York: CBS and Eye Net Works.

Periodicals

Periodicals include items published on a regular basis like journals, magazines, newsletters, and newspapers. The general format includes -

Author, A. A., Author, B. B., & Author, C. C. (year). Title of work. Title of Periodical, xx, xxx-xxx.

Journal article, two authors, identified by volume, issue, and season

Hau, K., & Chang, H. (2001, Fall). Item selection in computerized adaptive testing: Should more discriminating items be used first? Journal of Educational Measurement, 38(3), 249-266.

Journal article, more than six authors

Allen, J., Williams, D., Walker, T., Mayo, D., Schelling, J., & Lunger, E., et al. (2001). Changing the look of today's education. Journal of Applied Education, 15(06), 14-24.

Journal article, special issue, identified by volume, issue, and month

Charp, S. (2002, June). Assisting educators on the use of technology [Editorial] [Special NECC 2002 Issue]. The Journal: Technological Horizons in Education, 29(11), 10, 12.

Magazine article, one author, identified by volume, issue, and season

Barbian, J. (2002, Summer). Blended works: Here's proof. Online Learning Magazine, 6(6), 26-28, 30-31.

Newspaper article, one author, identified by volume, issue, and date

Vogrin, C. L. (2002, September 27). Soup lines get longer: More families seeking meals at Marian House. Colorado Springs (Colorado) Gazette, 131(188), p. A1.

Newspaper article, no author, agency, association, or institution as author

Associated Press. (2002, September 27). Lawmakers feud over deporting student. Colorado Springs (Colorado) Gazette, 131(188), p. Metro8.

Newspaper article, letter to the editor

Williams, D. (2002, September 27). Another look at student testing [Letter to the editor]. Denver (Colorado) Rocky Mountain News, p. Metro7.

Electronic Periodicals and Nonperiodicals

Electronic periodicals and nonperiodicals include sources retrieved from the Internet; they are cited like a print version of the source, with a retrieval statement added to the end of the citation that provides the date the information was retrieved and the exact Internet address.

Electronic book with two editors as author

Pearson, G., & Young, T. (Eds.). (2002). Technically speaking: Why all Americans need to know more about technology. Washington, DC: National Academy Press. Retrieved September 29, 2002, from http://www.nap.edu/books/0309082625/html/

Internet journal article, available online only

Valentine, D. (2002, Fall). Distance learning: Promises, problems, and possibilities. Online Journal of Distance Learning Administration, 5(3). Retrieved September 29, 2002, from http://www.westga.edu/%7Edistance/ojdla/fall53/valentine53.html

Internet journal article, based on a printed version

Gurwell, L. (2002, September 27). Colorado wine industry is bubbling right along [Electronic version]. Colorado Springs Business Journal, 14(28). Retrieved September 29, 2002, from http://www.csbj.com/perl/csbj/display?ID=3

Electronic journal article, obtained from a secondary database

Gillette, D. (2001, Fall). Extending traditional classroom boundaries [ISSN: 05694345]. American Economist, 45(2), 57-68. Retrieved September 29, 2002, from ProQuest database.

Internet magazine article, based on a printed version

Levine, L. E. (2002, January). Using technology to enhance the classroom [Electronic version]. The Journal, 29(6). Retrieved September 29, 2002, from http://www.thejournal.com/ magazine/vault/A3819.cfm

Internet newspaper article, based on a printed version

Heilman, W. (2002, September 29). Major airlines tack on new fees: Business travelers take big hit Tuesday [Electronic version]. Colorado Springs (Colorado) Gazette, 131(190), p. A1. Retrieved from http://daily.gazette.com/daily/Skins/Gazette/ navigator .asp?BP=OK

Internet newsletter article, available online only

EduCyber. (2002, August). 8 steps toward security. EduNotes. Retrieved September 29, 2002, from http://www.educyber.com/edunotes/2002/august.shtml

Internet site with one author

David, Jim. (2002). Garfield on-line: Featuring the all-new fun and games. Kansas City, MO: uclick and Paws. Retrieved September 29, 2002, from http://www.garfield.com/

Internet site with agency, association, or institution as author

Greater Colorado Springs Economic Development Corporation, The. (2002). Executive update September 27, 2002. Retrieved September 29, 2002, from http://www.coloradosprings .org/currentExecupd.htm

Warner Brothers. (n.d.). Breaking news: What is the Matrix? Retrieved September 29, 2002, from http://whatisthematrix.warnerbros.com/

Internet document with no author, no date

Techno Scout. (n.d.). Scientists adapt NASA technology to create smart bed sleep surface [Advertisement]. Retrieved September 29, 2002, from http://www.technoscout.com/ general/product/product.asp?product=510&Prod_Name=Memory_Foam_Mattress_Topper&site=85870

Parenthetical (in-text) References

In APA style, parenthetical reference citations are given in the text of the paper, based on the information listed in the reference list. The citations are enclosed in parentheses. Citations within sentences and paragraphs should be placed so that it is clear which material has come from which sources. Within parentheses, separate the surname(s) from the year with a comma.

Placement

There are three options for placing citations within text:

*
Option One – Place the author(s) surname(s) and year within parentheses at an appropriate place within or at the end of a sentence. If the citation is placed at the end of the sentence, the terminal punctuation is placed after the parentheses.

*
Example – Gradually, the reservoirs are becoming a little bit smaller, and the clean drinking water supply is decreasing (Klingensmith, 1998).

*
Example – Gradually, the reservoirs are becoming a little bit smaller (Klingensmith, 1998), and the clean drinking water supply is decreasing.

*
Option Two – Identify the author(s) within the text and place the date within parentheses immediately after the name of the author(s).

*
Example – According to Klingensmith (1998), gradually the reservoirs are becoming a little bit smaller, and the clean drinking water supply is decreasing.

*
Example – Gradually, the reservoirs are becoming a little bit smaller, according to Klingensmith (1998), and the clean drinking water supply is decreasing.

*
Option Three – Identify the author(s) and the date within the text.

*
Example – Klingensmith realized in 1998 that gradually the reservoirs were becoming a little bit smaller, and the clean drinking water supply was decreasing.

*
Example – Gradually, the reservoirs were becoming a little bit smaller, Klingensmith realized in 1998, and the clean drinking water supply was decreasing.

In the aforementioned examples, the parenthetical references are based upon the actual source listed in the Reference list:

Klingensmith, Ray. (1998, August 3). Paving highway won't accomplish very much [Electronic version]. Colorado Springs (Colorado) Gazette, p. Opinion 3. Retrieved January 3, 2002, from http://www.gazette. com/archive/98-08-03/opin3.html

One to two authors

*
When a work has two authors, always cite both surnames every time the reference occurs in the text; with two authors, do not include a comma before the ampersand. Example – (Smith & Jones, 2001).

Three to five authors

*
When a work has three, four, or five authors, the first time the parenthetical reference is used cite all the authors' surnames, include a comma, and provide the year. In subsequent citations, include only the surname of the first author followed by et al. (not italicized and with a period after "al"), include a comma, and provide the year. Example – use (Smith, Jones, & Hill, 2001) for the first occurrence; use (Smith et al., 2001) for subsequent occurrences.

Six or more authors

*
When a work has six or more authors, cite only the surname of the first author followed by et al. (not italicized and with a period after "al") and the year for the first and all subsequent citations. Example – (Williams et al., 2001).

Groups as authors

*
The names of groups that serve as authors (e.g., associations, agencies, and corporations) are spelled out completely each time they appear in a text citation. Example – (University of Nebraska, Department of English, 2001).

Multiple references

*
List two or more works by different authors who are cited within the same parentheses in alphabetical order by the first author's surname. Example – (Jones, 2001a; Williams, 2002).

*
List two or more works by the same author(s) who are cited within the same parentheses by the year of publication, starting with the earliest year. Example – (Jones, 1996, 2001).

Author(s) with multiple publications in the same year

*
Identify works by the same author (or by the same two or more authors in the same order) with the same publication date by the suffixes a, b, c, and so forth after the year. The suffixes a, b, c, and so forth are assigned in the reference list, where the references are ordered alphabetically by title of the article, chapter, or complete work. Example – (Jones, 2001a).

Appendix A

Minimum Grading Standards

COLORADO TECHNICAL UNIVERSITY

STANDARD RESEARCH PAPER GRADING CRITERIA

Student Name:____________________________________________ Course:_______________

COMMENTS:

CONTENT (70% MAXIMUM, 50% MINIMUM)

Depth of research

(the extent of the research as it supports the topic and the thesis statement)

Scope of research

(the range of the writer's understanding of the research as it relates to the topic

and to the thesis statement)

Use of sound logic

Illustrations and/or tables appropriate and discussed within the body text

ORGANIZATION AND COHERENCE (10% MINIMUM)

First sentence catches the reader's attention

Introduction is general to specific

Thesis statement with a minimum of two main points (last sentence in introduction)

Body text follows ordering of topic and main points from the thesis statement

Text is divided into sections and sub-sections

Paragraphs and sections are tied together with transitions

Conclusion follows from body text and restates/revisits

the thesis statement and all main points

Conclusion contains no new information not previously presented in the body text

EDITING (10% MINIMUM)

Clarity

Diction

Paragraph structure

Punctuation/Grammar

Spelling

Syntax

DOCUMENTATION AND FORMAT (10% MINIMUM)

Title page

Abstract

Body text

Reference list

Parenthetical references (PR) used correctly

Adequate documentation; required number of sources

present in body text and in reference list
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Colorado Technical University

The Crumbling Peak: Erosion Along Pikes Peak Highway

An Argumentative Research Paper

Professor Diana L. Mayo

Submitted in Partial Fulfillment of the Requirements for

English 112

English Composition II

By

Larry Fang; 11222

Colorado Springs, Colorado

January 2005
Abstract

Pikes Peak, at an elevation 14,110 ft, dominates the landscape for hundreds of miles in all directions; it influences the lives of the people who live at its foot, in many ways. Originally opened in 1889, the 19-mile Pikes Peak Highway is the only road to the summit. Unfortunately, the erosive nature of the soil, the original partially-paved design of the road, and the year-around maintenance, operation, and use of the Pikes Peak Highway all contribute to ongoing erosion problems. Erosion on the Pikes Peak Highway, in Cascade, Colorado, affects the regional watershed, the area wildlife, and the highway toll rates. A solution to the erosion problem must be found.
The Crumbling Peak: Erosion Along Pikes Peak Highway

"In 1893, Katherine Lee Bates, a Massachusetts author and teacher" was so inspired by the view from atop Pikes Peak that she composed the lyrics to 'America the Beautiful'" (Softronics, 1997a). Bates "was overwhelmed by the sights of vast, open skies, planted fields, and the majestic Rocky Mountains" (Softronics, 1997b). Today, according to the natural resource planner for the Colorado Springs Utilities Department, one particular area of Pikes Peak near the "Halfway Campground," off the Pikes Peak Highway, is referred to as the "gully from hell" (Frank Randis, personal communication, September 8, 1998). Due to erosion, today "the deep gouge in the pine-covered mountainside looks unnatural" and "distorted" (Foster, 1998b). "From far below the Halfway Campground to high above [the] timberline" one can see "deeply eroded gullies, smothered wetlands, and stands of dead and dying forest under heaps of gravel. Lockhart, a member of the Sierra Club, tracks it to one source: [erosion of] the Pikes Peak Highway" (Foster, 1998b). Erosion is a damaging environmental force. Natural causes like wind, water, and temperature are constantly pummeling the landscape (Microsoft Corporation, 1998). Man also contributes to erosion. Industrial and residential development as well as highway construction and agriculture are just a few of the man made causes of erosion (Microsoft Corporation, 1998). Erosion of the Pikes Peak Highway in Cascade, Colorado, is causing various problems for residents of the Pikes Peak Region. The erosion of the Pikes Peak Highway is affecting the regional watershed, the area wildlife, and the highway toll rates; therefore, a solution to the erosion problem of the Pikes Peak Highway must be found.

The Pikes Peak Regional Watershed

Erosion causes problems in the reservoirs surrounding Pikes Peak. The mountain lakes, which fill each spring from the melting snow, are the major source of clean drinking water for 

the City of Colorado Springs and the Pikes Peak Region (Hartman, 1998b). The road up to the summit of Pikes Peak, which is owned by the U.S. Forest Service, is maintained by the city of Colorado Springs (Hartman, 1998b). "The Pikes Peak Highway is open year-round, weather permitting" (Pikes Peak Country Attractions, 1998). Each year the city spreads tons of gravel on the road surface to keep the road safe and open to the public. Much of the gravel spread on the road, however, ends up in the reservoirs and gullies lying in the shadows of Pikes Peak, which is a form of water pollution. Gradually, the reservoirs are becoming a little bit smaller, and the clean drinking water supply is decreasing (Klingensmith, 1998). The water pollution is directly related to the year-around maintenance, operation, and use of the Pikes Peak Highway and is affecting the regional watershed in a negative manner.

Long-term erosion on Pikes Peak is caused, in part, by the tons and tons of gravel that is applied annually to the Pikes Peak Highway. "Each year, the city pours thousands of tons of gravel on the road to groom and smooth it. Since 1974, more than 1.5 million tons of gravel have been placed on the road, according to city-sponsored engineering studies" (Foster, 1998b). Much of the gravel eventually makes its way into the streams and reservoirs that lie beneath Pikes Peak. According to Klingensmith (1998), gradually, the streams and reservoirs are becoming a little bit smaller, and the clean drinking water supply is decreasing. Grooming and maintaining the Pikes Peak Highway is inadvertently affecting the environment.

With nearly year-around traffic on the Pikes Peak highway comes nearly year-around maintenance of the Pikes Peak highway, which results in nearly year-around pollution of the streams and reservoirs surrounding Pikes Peak. The Pikes Peak highway is a "19-mile road," of which the last 13 miles are not paved (Foster, 1998a, 1998b). Each year about 300,000 vehicles travel to the summit of Pikes Peak via the Pikes Peak Highway, which makes the Highway one
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