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1. Organization and sections

Thetitle of your paper or TFG dissertation must presentitbsis you will discuss
and name the author/title of the text you analigeally, the title should have two parts:
a main title and a subtitle, separated by a colon.

Research papers should always includelastract (150-200 words), presenting
your topic and objectives, your research questimh thesis statement and your main
arguments. The first section of the paper propénaséntroduction , in which you need
to clearly identify the aims you pursue. In oth@rds, you must define the topic or object
of the study (what the paper is about) and theabivjes (what for?); also, how it connects
with previous research on your topic. The longestt @f the paper should be the
development which can vary depending on the kind of paper giwriting. In most
cases (but follow the instructions of your teaabresupervisor), it includes two sections
in which you analyse the main arguments in supgioybur thesis statement on the basis
of textual evidence from the work studied. The papeshes with aConclusion, in
which you summarize what you have discusgezler add new information) It can

also include issues for further research.

2. Edition: Basic instructions

All papers must have @over page with the following information: your name,
title of the paper or TFG dissertation, name ofjectidegree, teacher’s/supervisor’s
name, date andAB logo. After the cover page comes thable of Contents! a list of

the sections of the paper together with the pagabewus. Anindex of Tables and

! Tables of Contents can be created automaticaMyand using the Title styles for your section
titles



Figures must be included, if necessary, on the page fatigwhe Table of Contents. If
you use illustrations, there is no need to incladendex.

Papers must be printed witthouble spacing (except for the abstract, long
quotations, the reference list and the notes, whrehsingle-spaced). U3@émes New
Romanfont,size 12or the text (section titles included) and theerefices, Times Roman
size 18for the title on the cover page, and Times New Rosize 11for the abstract,
long quotations and notes. The title of the papdrthe main section headings (2.1
Neologism3 should be irbold, and all sections must bembered.?2 Margins should be
left on both sides of the page (3 cm), and at ¢tipeaind the bottom (2.5 cm). The text
should be fullyjustified.

Page numberingis a little complex. The cover page, the Acknalgiments page
(if present), the Table of Contents page and ildex of Tables and Figures (optional)
are not numbered, and. From the abstract page deyfaabic numerals (1, 2, 3, etc.)
are used.

Leave alank spacebefore a new section, but not between paragraptesfirst
line of paragraphs must be indented (1.25 cmpPéragraf > Especial > Primera linia

You may usdootnotesbut restrict them to giving extra information (dot use
them for referencing secondary sources). The foligvare examples of useful notes:

* Additional examples of the concept or idea youdiseussing.
* More evidence to support the statement you aremgaki

» Draw reader’s attention to other works dealing vaitsimilar concept.

2 If the Introduction has sub-sections they mushbbered, too: 0.1, 0.2. Remember that you
can only number sub-sections if there is more tiran(you cannot have a subsection 1.1 if there
is no subsection 1.2).

3 This can be a bit daunting, but do not get disaged. You can do it usirgalts de seccié
desvinculain Word



Notes must be numbered by superscripts, after patioh marks. Use the tool
Referenciesn Word

Diagrams, tables, graphs, figures, maps and illitistis must be labelled and
numbered. Place a descriptive caption undernedtinirsize 11 (e.g., Table 5. Statistics
for literacy in Australia 1905-1925).

The list of works you quote from or refer to in ygaper must be included in the
section Works Cited, which occurs after the Cornolusand before the Appendix (if there

is one). There is more information about this issugection 8.

3. Paragraphs

A paper should be written in full and well-develdpgaragraphs. The idea dealt
with in each paragraph is announced in the ingeitence, calletbpic sentenceThe
sentences in a paragraph should be well connette@iop your ideas and link them up
correctly with the help of words and phrases suchaoavever, in spite of, on the other
handor besidesUse connectors sensibly, however, never in exdegsu have doubts
about when and how to use them, you can conswgti@ble English grammar. Please
note:
* Donot use bullet pointsunless they are absolutely justified.
* Avoid short paragraphs and never wotee-sentencearagraphs.

* Do not begin paragraphs (or sentences) with thginotionsand, oror but

4. Sentences
All sentences must havesabject and &finite verb. In English it is not possible

to join two independent clauses by a comma; (@hgrammatical and (4) is grammatical:



(3) *Students often join two separate clauses witomma, this is incorrect.

(4) Students often join two separate clauses widbrama, which is incorrect.
In (4) we can see subordination; other optionscamgdination (withand) or the use of
colons and semi-colons. Try to vary the structymsuse, and avoid unnecessarily long
sentences, particularly those with several embedi#ees (quite frequent in Catalan or
Spanish). As fopunctuation, bear in mind that the word right after a colonsinie

capitalised.

5. Language (register and tone)
The language used should be formal both in regsstdrtone:

* Avoid informal or colloquial expressions suchsasff like that, anyway, a lot of.

* Avoid all-purpose words such #sng, fact, ideaFind more specific vocabulary.

» Do not use contractions.

* Do not use abbreviations.

* Use ONLY black ink.

* Do not use ... to indicatetc

* Do not use informal expressions sucH #snk, | suppos€you may usén my view,
From my point of view’etc.).

» Do not uséneas a generic pronoun (use the plural instead).

* Be careful with unclear pronoun references.

* Do not rely on the same words all the time (argportantor interesting. Use the
Thesaurus function (Shift+F7) Word for variety.

* Proof-read your paper, to make sure that thera@tgping mistakes, well in advance

of the deadline.



6. Metalanguage
Metalanguage is language used to talk about antahguage, called the object

language. It is marked witlkalics. If it is not clearly marked, confusion may ariSee
the difference between (5) and (6):

(5) If you say the word and make sure that younpumce the final sound.
If the object language is not marked, this clagsgnigrammatical:

(6) If you say the wordnd make sure that you pronounce the final sound.
Italics is also used when mentioning words in aeotanguage, as in (7):

(7) The French word for pencil sayon

7. Quotations

A good scholar always refers to other scholars’ wér. However, a large number
of quotes and references does not imply thaatitematically a good paper. Include only
those quotes and references which you have unddrsiad are related to what you are
discussing.

The quotations in your paper prove that you haymged in the on-going debate
around the topic of your choice. You may use thenm¢lude information you yourself
cannot know, to support an opinion you presentev@n to contradict it. It is very
important to acknowledge other people’s words aeas, in order to avoidagiarism.
Acknowledgement is carried out, as you can sekaridllowing examples, by including
the author’s surname (+ optional comma), the dhpublication of the text (+ optional

colon) and the page number(s) in parentheses.



7.1 Direct quotations
When using a direct quotation (i.e., the authoxaot words) you must consider
its length.

* If you quotefewer than 50 words the quotation should be embedded in your text
and placed between double inverted commas (“..."}hle same type and line
spacing.

EXAMPLE
There can be no doubt that “Kipling was a histdriiEang as well as a major artist”

(Said, 1994: 135).

« If the quotation isonger than 50 words these should be separated from your text by
one space before and after, indented (1 cm bo#skidingle-spaced and size 11.
They are introduced by a colon. In this case yomatoneed to use quotation marks
(except for dialogue).

EXAMPLE
We may have to take into account important clastofa:

The truth is that the foundations of a British sbgidominated by the
landed classes all collapsed together with and nduithe Great

Depression. Landownership ceased, with some exteptio be the basis
of great wealth, and became merely a status symibatle and finance
maintained their facade (Hobsbawm, 1969: 202).

e If your next reference is to tlsame sourceyou need only reference author and page:

4 The full stop must be placed after the parenthesis



EXAMPLE

“The Victorian economy of Britain crashed in ruibstween the two world wars”

(Hobsbawm: 207).

* If you quote an authomot by direct consultation but because you have found
him/her quoted in another source, you should irdittais as in:
EXAMPLE
“r-pronunciation clearly correlates with social gtige in New Yorker's

perceptions” (Labov 1976, cited in Trudgill 1983;.36

* You mayskip some wordsin quotations that might be irrelevant to the pgwu are
making. Indicate this with (...).
EXAMPLE
We may have to take into account important clas®fa: “The truth is that the
foundations of a British society dominated by theded classes all collapsed
together with and during the Great Depression. (Trafle and finance maintained

their facade” (Hobsbawm, 1969: 202).

7.2 Indirect quotations
» If instead of using the author’'s exact words yoelasing his/her idea or theory, the

reference to the author and his/her work shouliddleded in parentheses as follows:



EXAMPLE

In order to account for the ungrammatical constomstunder (11) above, we must

refer to the Minimality Condition (Chomsky 1995).

EXAMPLE

The following account is based upon Thompson (19724).

EXAMPLE

As Thompson (1974) suggests, Chicano English isacherised by (...)

» If you refer to the work of various scholars, ordeem chronologically (from the

oldest reference to the newest):

EXAMPLE

Early research on the L2A of English subjects aeldphe traditional version of the
Null Subject Parameter (NSP) (Chomsky, 1981; Jaet)982; Jaeggli and Safir,

1989).

7.3 For all kinds of quotes and paraphrases
* Work bythree authors should include all names in the first citationftwonly the
first author followed byt al.in subsequent citations. Work four or more authors

should uset al.in all citations.



EXAMPLE
According to Hauser, Chomsky and Fitch (2002), reigity is a central property

of human languaggirst mention). Hauser et al. (200Z3ubsequent mentions)

EXAMPLE
Kortmann et al. (2004) give an overview of the gnaatical and phonological

features of major non-standard varieties of English

» If you refer to two or more publications by the saauthor published in the same
year, use a letter after the date to organise th&83a, 1983B.
e If there are two or more authors, you may asdor &, but be consistent throughout

the paper: eitheé8smith, James and Parker Smith, James & Parker

8. Works Cited

The Works Cited list names all the sources fromcilyiou have borrowed direct
and indirect quotations and information. They mhbet organised with the author’s
surnames imlphabetical order. Each type of source (book, book chapter, joursial)
follows particular conventions. Please use the pnesented here in your work, and also
useSagnia francesat 1.25 cm for text in the References (an optighiw Paragraf >
Especialin Word).

e Books: Author's Surname, Full first nameitle of Book City of publication:
Publisher, Year of publication.

5This is also the way in which these works must fesgnted in Works Cited.



EXAMPLE

Noble, David W.The End of American HistoryMinneapolis: University of
Minnesota Press, 1985.

If there is more than one author, Author’'s Surnaid, first name; Full first name
Surname & Full first name Surnarfién the references, you must never asal,
that is, you must write the full names of all autho

EXAMPLE
Isaac, Daniela & Charles ReidsLanguage. An Introduction to Linguistics as
Cognitive Sciencédxford: Oxford University Press, 2008.

*  Chapters in collective volumes: Author’'s Surnamd| first name. “Title of Chapter
between Quotation Marks”. In Editor’'s Full firstma Surname (ed./edsl)itle of
the Collective VolumeCity of publication: Publisher, year of publicati Chapter
pages.

EXAMPLE

Crush, Jonathan. “Post-colonialism, De-colonialism¢g Geography”. In
Anne Godlewska and Neil Smith (ed€5gography and Empire
Oxford: Blackwell, 1994. 333-350.

e Atrticles in academic journals: Author’s Surnamell Fitst name. “Title of Article
between Quotation MarksTitle of JournaJ number of volume, number of issue,
year of publication: page numbers of article.

EXAMPLE

Mulvey, Laura. “Visual Pleasure and Narrative Ciménscreenl16.3, Autumn
1975: 6-18’

 Articles in websites: Author’'s surname, Full firsime. “Title of Article between
Quotation Marks”Title of WebsitelUURL, date of uploading (if available), (date of
access}

6 This is valid for all types of references: bookisapters in books, articles in academic journals,
etc.

" Remember that if the article title includes thietof a book, film, TV series or videogame, it
must be in italics

8 Articles published in electronic journals follolaetconventions of articles published in academic
journals.
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EXAMPLE

Berardinelli, James.Casablanca (review). Reelviewsn.d. (Accessed 21 May
2010).

Website: Name of Website, URL (date of access).

EXAMPLE

David Perdue’'s Charles Dickens Pagéttp://charlesdickenspage.com/
(Accessed 21 May 2010).

Section in website: Title of Section, Name of WéhsURL (date of access):

: EXAMPLE

The Arts in Victorian Britain.  The Victorian Web
http://www.victorianweb.org/art/index.htnfdccessed 21 May 2010)

Theses: Author’'s Surname, Full first name. (Yeaelaboration)Title of Thesis
Type of Thesis, Department, University. URL if dabie.

EXAMPLE
Pérez-Parent, Montserrat. (1999)he Production of Requests by Catalan

Learners of EnglishM.A. Thesis, Departament de Filologia Anglesa.
Universitat Autonoma de Barcelona.
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9. Some final advice

1. The deadline is the last possible date to handur paper/dissertation, not, as it is
often the case, the date when you finish writingry@ork. You need to plan your
research and writing so that you have sufficiemietifor editing and for revisions.
Ideally, the paper/dissertation should be readgasdt one week before the deadline,
and the day before should be used for final remsid’ou should never expect your
tutor to edit the paper for you.

2. Teachers mark read papers/dissertations in veryt glesiods of time. A careful
presentation of your work helps to make a good @sgion. The rules for editing

provided here are a universal academic conventiinhayou need to follow.
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