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PLEASE READ THESE INSTRUCTIONS CAREFULLY.  
REFER TO THEM FREQUENTLY TO PREPARE YOUR PAPER 
CORRECTLY AND TO IMPROVE YOUR WRITING
1.
All Seminar papers are to be approximately 25-35 pages in length.  Do not make them longer than that.  Quality counts, not length.

2.
I do not want your paper to be simply a narrative describing who did what, when, and where.  It is much more important to be analytical in your approach, explaining why things were that way, how they developed, and what the consequences of certain actions or decisions were.  

3.         Begin your research in the Rowan University Campbell Library, which has good reference sources to articles and books.  The Paterson textbook contains a fine list of bibliographic sources.  It can serve as a preliminary guide to lead you to other information that you can use.  Beisner and Hudson, which is listed on the bibliographic sheet available online for this course, is another very good starting source.
However, to obtain the actual materials (primary sources, books, articles, etc) that you will need for your research, the Rowan collections may not be adequate and you may have to use other more comprehensive libraries and depositories.  Some of these are in the Delaware Valley region, and others may be farther away.  Do not hesitate to make use of the inter-library loan facilities that are available at Rowan including E-ZBorrow for books.  ILLiad is the Inter-Library Loan system for journal articles and books that are not in E-ZBorrow.  An ILL form to get materials, especially journal articles and dissertations, from other libraries and depositories can be found on the Rowan Library webpages.   ILL typically takes a couple of weeks.  E-ZBorrow is generally faster, within 3-5 working days.  Even so, it is imperative that you start your research early and make your requests as soon as possible. The later in the semester you request materials, the longer it will take to get them in. 
4.           In writing your paper, an outline of the principle sections as well as the issues and events can be very useful.


A.   Remember to start your paper with a thesis stating what the purpose of the paper is and what you are trying to show or prove.  The thesis should present a question, controversy, or problem to be solved and what you think is the solution or answer; it should not simply ask a question or review an issue or situation.  In other words, it is not proper, nor enough for you just to say that you want to investigate a situation. You have to prove something in your paper.
B.  Next, give a brief background to the topic, but do not get carried away with preliminary material.  You can assume that your reader is already familiar with the United States and the American political scene in that period and with the information that is a general U. S. and Western Civilization textbook and with the material in the Paterson textbook.  Therefore, your paper should concentrate on information beyond those sources.  

C.  Then, proceed to develop your topic fully in the body of your paper using either a chronological or thematic format.  This is where you prove your thesis.  Remember that this paper is to be analytical, not just narrative.  In other words, do not just report on what happened, but explain why and how and its relationship to other aspects of American foreign relations.  Also you should consider the consequences of certain actions or events.    Do not be afraid to make judgments at the end about what was good or bad, adequate or inadequate, in a particular historical situation.  Just be certain to support any conclusions you make with solid evidence and facts.  However, avoid the use of “I” in the paper so far as is possible.


D.  Finally, end the work with an analytical conclusion of your findings.  The conclusion should not be a summation of your paper, but rather should include what you personally conclude from your study or what you learned from your work on this topic, in other words, what your paper teaches us.  See item #17 below.

E.  Correct outline style can be found in the Chicago Manual of Style.  Remember, in an outline for every Roman numeral “I.” there has to be at least one “II.”; for every “A.”, there has to be at least one “B.”;  for every “1.”, there has to be at least one “2.”; for every “a.”:, there has to be at least one “b.”; etc. 

The outline should be a topical one, consisting of words or phrases, not complete sentences.

5.
You are to submit a working bibliography and a rough working outline of your paper to me for my approval and suggestions. I will return them with my comments. I understand that this work is preliminary and that you will make changes when you prepare the final paper.  Only your completed paper at the end of the semester will receive a formal grade.  Hold on to all work.  Near the end of the course, please attach this preliminary bibliography, outline, and any other correspondence including any important e-mails we have exchanged to the back of your final paper as appendices so that I can compare your progress.  I will provided you with a heavy duty stapler in class at the time the final paper is due so you can staple the entire packet together
6. 
Students should include in their final bibliography at least three articles from periodicals that are scholarly (i.e., peer reviewed) in type.  University presses or professional organizations frequently publish scholarly journals.  The paper should also have at least one article from a popular journal or newspaper.  In addition, a minimum of four books should be in the bibliography.  Do not list encyclopedias or textbooks, including the ones assigned for this course.  Wherever possible, one or more government documents should also be used.  Be very careful about using Internet sources unless they are reproductions of primary sources or unless you can be sure of their accuracy.  Primary sources are the most desirable; use them as much as possible.  Note that these bibliographical requirements are minimums.  The more thorough the research and the greater the number of sources, the stronger your paper will be and the better your grade is likely to be.

Correct bibliographic style can be found in Rampolla, pp. 102-113, and in the Chicago Manual of Style.
In both your preliminary and in your final bibliographies, divide the works into specific and labeled categories: primary sources, government documents, books, scholarly articles, popular magazine articles, newspapers, websites, etc.  Some works may fall into more than one category; then just pick one.

However, be careful not to embellish your final bibliography.  You should only list in your final seminar paper those sources (books, articles, websites, newspapers, interviews, etc) are actually cited or referenced in the body of your paper.  Other materials not specifically cited should be excluded.  In other words, this should be a “Works Cited” list and no more.  Again, materials that are not actually cited in the paper should be omitted from the final bibliography.  See item #21 below.
7.
The paper should be prepared in University of Chicago style.  The Chicago Manual of Style technique uses superscript numbers for citations with the actual footnotes appearing at the bottom of the appropriate page.   Copies of the Chicago Manual of Style are available in the History Department (ask the secretary), in the Reference Room of the Campbell Library, and also at the checkout desk of the Campbell Library.  You can use it there, but do not remove it from the room.   The Manual provides the proper format for the paper as well as information on how to document your sources.  .  Some material about the Chicago Manual of Style is also available on the Internet at http://www.press.uchicago.edu/Misc/Chicago/cmosfaq/cmosfaq.html or at http://www.bedfordstmartins.com/online/cite7.html.  The CMS is based on Turabian style, which is similar.  Some information can also be found in Rampolla, 5th ed., pp. 105-133.
8.
Be sure to underline the thesis in your paper.

9.
To cite general government documents, consult the following website from the University of Delaware:  http://www2.lib.udel.edu/ref/howto/bformdoc.htm.  If the materials are found in an electronic or online database, be sure to list the database as well.
10.
Footnotes should be numbered and placed at the bottom of the page in which the information is found, not at the end of the paper.  All material that is not common knowledge must be formally cited or footnoted by giving the author and page.  This means that a source does not have to be directly quoted in order to rate a citation or acknowledgment of its source.  All statistical data, other specific facts, or ideas that are not your own should have a citation.  This means that there probably will be many citations in your paper, sometimes several in one paragraph.   However, if the public generally knows the information used or if it has been presented in your Seminar textbooks or lectures for this course, it is not necessary to cite it at all because it will be assumed to be common knowledge.  Only common knowledge does not have to be cited.  Be very careful to avoid plagiarism!  Any attempt to pass off someone else’s ideas or words as your own without a citation, whether in quotes or not, will result in a failing grade for the paper.

When it doubt, it is always better to over-cite than to under-cite.

If same material or information appears in several places, you can cite more than one source in a footnote.  The primary source should always be listed first.  For example, 
“3Nixon, Richard, RN: The Memoirs of Richard Nixon, (New York: Grosset & 


Dunlap, 1978), 224.  Similar information can also be found in Kissinger, 184, 


and Smith, R. H., 428-429.”

Use the RefWorks program, which can found under databases on the Campbell Library’s database page, to be sure that all footnotes are listed in Chicago style.  Microsoft Office Word 2007 also has the same feature.
Footnotes can also be used to supply the reader with additional factual information that you feel is important for the reader to know but may not merit be included in the body of the paper itself.

11.
All diplomatic correspondence that is cited should contain the following information in the footnote:

From [name of person], To [name of person], date of correspondence, full name of the source of the document, such as Foreign Relations of the United States (given the first time only; after that it can be abbreviated, e.g., FRUS), and then give the place of publication, publisher, (or, alternatively, its website title and URL), vol., date, and page.  If the information is unclear, also identify the job or position of the person listed in the “from” and “to.”  For example:



From L. H. Smith, consul, Caracas, to Roger Jones, Asst. Sec. of State, 




Washington, March 4, 1947, in Foreign Relations of the United States: The Americas, 


1948, Washington, GPO, 1962, 241.
If the material is not direct correspondence, state the nature or type of the document: (i.e., policy paper, press statement, memo, etc.) along with the date and source.  Similarly, materials taken from the Public Papers of the Presidents and similar sources should list the nature or type of the document as well as its date and the volume and page in the series where it appears.
12.
Complete primary source documents that are printed in a secondary source should be cited by first listing the primary source properly and fully and then saying “as printed in” and giving the proper secondary citation.  If only part of a primary source is printed, such as only a few sentences or a quote, just cite the secondary source.
13.  
If you are using the exact same source over and over again in a row, without using any intervening sources, you only have to use a single footnote at the end of the paragraph or at the end of several paragraphs.   You do not have to cite every sentence individually.


Once you cite something fully in a footnote once, you can use a brief version if you cite that same source again in a footnote

14.
 Only use direct quotes when the wording has some unique historical importance, such as the direct statement of an important individual, or when the phraseology used by an author has outstanding literary quality or is particularly effective.  Therefore, most secondary sources (books, articles, websites) should probably not be directly quoted.  However, you can refer to secondary material indirectly, such as, Historian R. J. Jones says that the charge against the administration is true. This type of information should be expressed in your own words.  As noted above, even when you re-word material in your own language be sure to cite the original source in order to give credit for the origin of the information. 

Never use any quote without identifying its source in the body or text of your paper.  Who said it?  Where did it come from?  Then give a full citation of that source in a footnote.   Examples: FDR said, “Yesterday, December 7, 1941….” 1   According to historian Robin Prior in his book U.S. Policy, “Australia and New Zealand were only too willing to comply.”2

Whenever you feel you must, for some reason, quote the author of a secondary source in the body of your paper, you should always indicate in your text where the quote is coming from.  Then you can cite the details, such as the book or article title and page, etc. in a footnote.  In other words, do not take a quote from a secondary work without indicating its source to the reader.  For example:  According to historian Andrew Duncan, if cotton exports were cut off it could “bring ruin and revolution” to the country.3
15.
Note that footnote superscript numbers in the body of your paper should always follow some mark of punctuation, such as a period or a comma.  Do not indicate footnote numbers in the middle of a thought. 

16.
Grammar, spelling, style, and neatness are all important in your final product. Be sure to proofread your completed paper carefully or have someone else review it.  It is hard to notice your own mistakes, and using a computer spell-checker is not enough to correct style and grammar properly.  Poor writing is a common reason a lot of students lose points.
17.
Students can decide for themselves whether or not to use headings within the body of the term paper.  The choice is up to you.  Your paper should flow easily from one topic to another, and it should make a cogent argument.  It should also be written so that someone not familiar with the topic and the material in the assigned textbooks will be easily able to understand it.  However, a long introduction or background statement is not necessary.  Stick to your topic.
18.        The first time that you mention the name of an individual in your paper be sure to give both that person’s first and last names and identify his/her role, job, or position.

19.
You should be very careful with the use of tense.  Events that happened in the past should be described in the past tense, not in the present tense, such as, “President Roosevelt acted on this advice,” and not “President Roosevelt acts on this advice,” or FDR said, not FDR says.  On the other hand, quotations and paraphrases by historians that you take from scholarly books and articles can be given in the present tense, such as, “Smith in his journal article says….”
20.
All completed papers should double-spaced, typed in a 12 pt. type and Times New Roman font or in 11 pt. type and Calibri font with one inch margins on all sides.  Do not change these specifications to make your paper appear longer or shorter.  The total length should be twenty-five to thirty-five pages.  
All pages, except the cover page, must be numbered.  Page 1 should be the first page of actual text.   The “Works Cited” page(s) at the end should be numbered as well.  Place all page numbers at the upper right hand corner of the paper. 
21.
The conclusion of your paper should NOT be a synopsis or summation or repetition of what you have already written.  You have already said it once; there is no point in repeating it.  Instead, as Rampolla indicates (pp. 58-60), a proper conclusion should deal with what overall judgments (not facts) you personally have reached or learned from your research and analysis, what general lessons there are from your study of the subject, and why you think they are important.

22.
The final bibliography at the end of your paper should be a “Works Cited” list and called that.  It should only include works that you actually cited in your paper.  They do not have to be annotated. Other works that you may have used but never actually cited in your paper should be omitted. If you took many different documents from a single source, such as the Papers of the Presidents or the FRUS, only the FRUS itself with its author, title, section used, publisher, date and place of publication (or, alternatively, its online URL) should be listed in the bibliography.  Do not list individual sources in it in the Works Cited section.  However, these individual sources or documents should be fully cited in any footnotes that you use.  Similarly, only the name and overall dates of any newspaper you used should be listed in the Works Cited.  Individual articles should be cited more fully in footnotes.

Use Rampolla or the Ref Works program to be sure that your footnotes and your Works Cited are done in correct Chicago style.
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If possible, divide your Works Cited page(s) into categories: primary sources, government documents, books, scholarly articles, popular articles, general websites, newspapers, etc.  If a source falls into more than one category, list it only once—pick one category.
24.       The paper should have a title page, with the title of the paper, your name, the course name, the date, and your e-mail address on it.  Simple covers are best.  Do not use colored paper or plastic covers.  All materials in your paper, including any appendixes, should be stapled together at the upper left.  As mentioned above, the History Department can provide a heavy duty stapler for this purpose if you need it. 
25.       COMMON ERRORS: Keep the following grammatical and stylistic rules in mind as you do your work.  They are based on common errors that many students have made and it has affected their final grade.
A.
The name United States and the names of other countries or regions or organized groups 
are singular nouns (despite the plural word “States”).  Therefore, a correct sentence should read, 
“The United States wanted its…,” not “The United States wanted their….”   Or “Japan (a singular 
country) wanted its soldiers…” 
not Japan wanted their soldiers….”  On the other hand, “The 
Japanese (plural) wanted their soldiers….”

 This is true for organizations 
as well. To give other examples, “The CIA (singular) ran 
its policy,” but “The members (plural) of the CIA ran their policy,.” 
B.
Do not begin a sentence with a number or a date unless you write that number out in 
words.  For example, do not write: “2001 was a difficult year,” or “10 men walked along the 
road.”  It should read, “Two thousand-one was a difficult year,” or “Ten men walked along the 
road.”

C.
Do not begin a sentence with the word “and.”  Properly used it is a linking wording 
connecting two 
separate sentences with a comma, as in: “The United States believed in 
neutrality, and it stayed out of the war.”

D.
Try to avoid the use of the first person, “I” “my,” or “our”, in your paper, as in “I think.”  
An exception to this could be in your Conclusion where you can state what you thought about an 
issue and what you gained from researching and studying a problem.
E.
Try to avoid excessive use of the passive voice.  It just weakens your writing.  In passive 
voice, the action was done to someone or something, rather than someone directly doing the 
action. You can use it occasionally, but not too much. Active voice is a much better and stronger 
way to express situations. 
For example, passive voice: “President 
Nixon was given authority by Congress to .…” or “Pearl 
Harbor was attacked by Japan.”  
Active 
voice: “Congress gave President Nixon 
authority to…” or “Japan attacked Pearl 
Harbor.”
F.
Similarly avoid the unnecessary use of the conditional tense, which uses the word 
“would,” when you really mean the simply past tense.   It weakens your writing.  For example, do 
not write, “Once in power Fidel Castro would nationalize American corporation in Cuba.  The 
result would be significant.”  Instead write, “Once in power Fidel Castro nationalized American 
corporations.  The result was significant.”

G.
Unless an action took place over an extended period of time, avoid the using of 
participles (verbs + ing).  Use of the simple past tense is often better.   In other words, instead of 
saying “The United States was considering…” it usually is better to say just, “The United States 
considered….”
H.
This is a formal paper. Definitely avoid the use of contractions.  ”Don’t” should be 
written out as in “do not,” can’t” should be “cannot,” etc., except in quotes, of course.  

I.
The word “it’s” is a contraction meaning “it is,” as in “It’s a good day today.”  In 
contrast, the word “its” is a possessive term, as in “The United States believed its policy was….”
J.
Distinguish between the words “then,” meaning next in time, and “than” meaning 
compared with or to.  Use them correctly.  (e.g.: The ambassador then said that his country was 
stronger than most people thought.”

K.            If the source of a footnote is exactly the same as the footnote immediately before it, use “Ibid.” for the second footnote.  If the only the page number has changed, use “Ibid., p. (number).”  Ibid. is a Latin abbreviation meaning “in the same place.”  See the Chicago Manual of Style, 16.47-48, for details.
L.
Long quotes and/or long excerpts from documents should be indented and single spaced.  Quotations marks are not needed in this type of block quote.

M.         Make sure there is agreement between the subject of a sentence and pronouns referring to it.  For example, “Every soldier had to do his or her (not their) duty.”  In contrast, “The soldiers (plural) did their duty.” 

26.
Late papers will not be accepted at all except in cases of a verifiable medical emergency.  I shall penalize late preliminary theses, bibliographies, and outlines by deducting points from the grade of your completed paper.
27.
I encourage students to discuss their topics, reference materials, and outlines with me in a conference during my scheduled office hours or at any other times that are mutually agreeable.  I check my e-mail frequently and you can usually reach me that way with your questions and comments, too.
28.     Students should always keep a copy for themselves of their paper and any other materials they submit.

29.
Deadlines for submission:

If you cannot get to class on the day student materials are due, e-mail me your workon that day so it will not be late.  All e-mail must be received by midnight of the date it is due.  Any late preliminary work will be penalized by the loss of one-half a letter grade on your completed paper for each infraction. If something is submitted two weeks late, it will be penalized the loss of a full letter grade from the final paper, etc.   If the course instructor asks you to resubmit any preliminary work, you will have only one week additional time to do so without penalty or the resubmission also will be penalized one-half a letter grade for being late.

Be sure to put your name, your e-mail address, and the topic of your paper on the top of any and all submission or resubmissions that you may make to me.  
Monday, October 5:  Selection of term paper topic along with a preliminary thesis statement.  First make a quick library check to be sure that materials are available.  Then hand in a written proposal, a page or two in length, describing exactly what you want to study along with your reasons for picking that topic.  See the syllabus for details.

Monday, October 26:  Preliminary bibliography is due.  See the syllabus for details

Monday , November 9:  Preliminary paper outline is due.  Prepare this in formal outline style 
and try to make it reasonably detailed so it covers all your major points or topics.  See the 
syllabus for details

Monday, November 30: Completed seminar paper due.  Late final papers will not be 
accepted.  Do not arrive for class late on this day especially.  
No extensions will be given.  
Final papers may not be emailed since all marked preliminary materials must be attached as appendices.
