How to Write a Term Paper?

Technical Issues
1. Have a Title Page: Have a title page before you begin writing anything. The title page must have the term paper’s subject, the name and the code of the course it is submitted for, your name, and your student number on it. You may also add your department’s name, why and when it is submitted (For instance: The Zulu War / by Jeremy Sumpter / 2005340XX / PSI-2/ PSI.212 History of Civilisations / submitted to: Dr. Cem Karadeli / submitted in the partial fulfilment of the requirements of the course PSI.212 History of Civilisations / Çankaya University, Ankara, Spring Semester 200x).

2. Have a Table of Contents (or, List of Contents): Preferably have a table of contents, or list of contents that shows what parts you have in your paper and where you have them. It is to show the collection of the main title, then the section titles, and then subheadings, and if you really need them, sub-subheadings. When writing this list, make sure you write the title of the term paper on top of the page, then write either List of Contents or Table of Contents, then write the headings in order. Give the main parts Roman numerals, then give smaller titles capital letter, Arabic (normal) numbers, small letters, and then small Roman numbers. So, your Table of Contents should look like this:

The Zulu War

Table of Contents

Table of Contents………………………………………………….…..ii
I. The Background to the War…………………………………….…p. 1

  A. British Colonialism ……………………………………………..p. 1

     1. The British in East and South Africa……………………….….p. 2

        a. First British Efforts in East and South Africa…………….….p. 2

          i. First British Contact in South Africa………………………..p. 2

          ii. British adventurers in S. Africa………………………….….p. 3

    2. The Position of the Dutch……………………………………….p. 4

IV. Conclusion……………………………………………………….p. 12

References……………………………………………………………p. 14
3. Have an Outline for Yourself: To make sure you explain all that you want to explain, and to make sure that you don’t forget anything that may cost you points, please make an outline, i.e., a short list of headings which would tell the story you want to tell in your paper. Read the sources with this outline in mind. You will gain time and will focus better if you have an outline at the ready. An outline would look like so:
British Colonialism


South Africa Before the British


The Dutch in S. Africa


British – Dutch Competition for Domination of S. Africa


The Boer Rebellions


The Shaka Zulu Tribe


The Importance of the Zulu


The War


Conclusion
4. Have Headings and Sub-Headings: It is logical to use your outline headings as headings and subheadings in your paper (and surely in your Table of Contents). It will show the reader that you know what you are doing and what he/she must expect from your paper in that particular point. You can use the “Bold” and “Italic” commands in Word to separate the headings from the main text. Also, if you have a Table of Contents, you should use the numbers and letter that the heading corresponds in the Table of Contents while writing. E.g.: I. British Colonialism
  A. British Forces in South Africa
5. Give References (Footnotes or Endnotes): Always give either footnotes (placed at the end of the page) or endnotes (placed at the end of the paper) to show exactly from where you took your information. In Microsoft Word, you can give footnotes or endnotes by choosing: Insert \  Reference \ Footnote. When you choose “Footnote,” it will ask you there if you want to use footnotes or endnotes and how to number them. Always use Arabic numerals (i.e., 1, 2, 3,…) in numbering your references.
In footnotes, give the name of the person who wrote the text you are paraphrasing or quoting, then the name of the book, its publication place and date, and page number[s], like so: Serhan Usta, One Village, One World, Los Angeles: Berkley Books, 2007, p. 15.

If you quote or paraphrase from an edited book, that is a book where many authors wrote different chapters and someone who collected them, then you footnote like so: Ozan Doğu Tuna, ‘Küreselleşme Karşıtlığının Gelişimi Üzerine,’ in Cem Karadeli (ed.), Soğuk Savaş Sonrasında Avrupa ve Türkiye, Ankara: Ayrac, 2003, p. 17.

If it is an article give the name of the author, then of the article followed by the name of the journal it is from, and the number of the volume and of the issue, and its publication date, followed by page number[s], like so: 
Cem Karadeli, ‘11 Eylül Sonrası Yasal Değişiklikler ve Etkileri,’ Demokrasi Platformu, vol. 1 (2), Bahar 2005 (pp. 197-210), p. 204.

To note volume and issue number, when you write vol.1(2) it means volume no. 5 and issue number 2. 
Giving page numbers, if the passage you paraphrase or quote is from only one page in the book or article, you write p. followed by page number (e.g.: p. 28); if the passage begins in one page and continues in the next, you use pp. meaning “pages” (e.g. pp. 28-29) and if you are quoting from a group of pages, making a summary of an idea, then use pp. X - Y passim.. “Passim.” Means “from here and there,” so if you say “pp. 28-35 passim,” it means you used material from different sections which start at page 28 and end at page 35.

If you quote or paraphrase from the Internet, then you have to give the name of the web page, of the website, and the full address. If it is from an online journal or newspaper, then you do just like an article, but with the above things instead of its volume and issue information. Sometimes, as pages may expire or be removed from the servers, it is required you write the date you checked as well. So, it is like so:
Deborah Orr, “Give Scotland its economic independence and it will start to flourish like Ireland,’ The Independent (Online Edition), http://comment.independent.co.uk/ columnists_m_z/deborah_orr/article2160055.ece, 17 January 2007.
6. Have a Structure: Always remember to have a beginning (introduction), a detailed story-telling part (development) and a place where you tell what you talked about (conclusion). Arrange your outline, and then your headings according to this rule.
Your paper should have a Beginning, a Development, and a Conclusion. In the beginning, you generally tell the background information. For example, if your subject is the Kemalist Revolution, you tell who Mustafa Kemal Atatürk is, how He turned out to be the leader of the Turkish Independence War and the National Assembly, and how his reforms started and what they were aiming to change. Then comes the Development part where you explain your real, core, subject story. For instance what the Kemalist reforms were, when they were made, how the public saw them, whether there was an opposition and how it is dealt with, and so on. Then, in the conclusion, you are supposed to summarise everything you wrote so far, and make points about what you have said, and perhaps make predictions about the future or tell how that subject is important and how it should be analysed more elaborately, or how it changed world history or the Turkish history.

7. Paraphrasing and Quoting: Understand that you are actually expected to read and understand a text, then summarise it, then write. It is called “paraphrasing.” It is the good thing to do. For instance, if the text says “Huntington, at this point, seeks a reconciliation between different cultures –which he assertively calls ‘civilisations’-  and comes along with observations on how cultures adapt to Westernization and development. One of the cases Huntington analyses is Kemalism.”, and you write “Samuel Huntington looks at different cultures and analyses some cultures according to their approach to Westernisation and development, including Kemalism” then it is paraphrasing.
However, you can also take a passage from a text word by word, without changing it at all. This is called quotation or direct quotation and it has to be done properly. You have to use “” signs at the beginning and the end of the text you copy, and give a footnote or endnote to say where it exactly comes from. For instance: “According to the author, Kemalism embraces both modernisation and Westernisation with the assumption that they are both desirable as well as they are both necessary to adapt to the conditions of the world.”1
You then go to the footnote/endnote and write the source, like so: 1 Samuel Huntington, The Clash of Civilisations and the Remaking of World Order, London: Free Press, 2002, p. 73.
Also, if the quotation is longer than 4 lines, then you put it within smaller margins and write with single line spacing, that is leaving only 1 space between lines, like so:
“David Caute’s work comes into the fray at that point. He tries to focus on both sides, their developments, and most importantly the chagrins of those who wanted to go against the tide in their respective sides. Caute says that his virtually colossal book of over six hundred pages is actually part of a greater project and that he limited The Dancer Defects to display arts, performing arts, and music. It is probable that literature is a clean, solid, strong example of Cold War rivalry, but these forms of art also have their stories and as Caute goes into detail, one is impressed how ideological involvement may affect and change art.”1
In a good paper, direct quotes like the one above should be less than 15% of your paper, and if possible be less than 10% of all that you write.
8. References (or Cited Works, or, Referred Material): Although you have references as footnotes or endnotes, it is better to have a separate page for references, for the books, articles, and web-material you have used. Do not call this part Bibliography as many do, because bibliography is the collection of all the works written on that subject and surely your paper has a narrower scope. In references, do like giving footnotes/endnotes, but change the place of the author’s family name and name, like so: instead of Cem Karadeli, you have to write Karadeli, Cem and sort all the books and articles in alphabetical order. If there is no writer’s name for an article as you can find in such magazines as The Economist or Time, then write “Anonymous” instead of the author’s name.

Style Issues

9. Writing Style: Always try to be to the point. Always write in short sentences. This would make your point clearer, and the reader would understand what you want to say easily. Also, you won’t have difficulty in expressing your views. Short sentences don’t mean you can’t write properly. There is no such thing as you are a good writer if you can write very long sentences. Quite the contrary! 

Always try to think in the language in which you are writing, that is, if English in English, if Turkish think in Turkish. Never attempt at translating idioms or slang from one language to another or the sentence structure of a language to another. Remember that if you translate “He is a yellow sham!” to Turkish, it isn’t talking about someone who is yellow in colour, but someone who is cowardly; so, you don’t say “Sarı rezilin tekidir” you say “O korkak biridir.” “sınav için çok kastı” never means “he stretched for the exam,” but means “he worked very hard for the exam.” Languages are different, so, treat them differently if you don’t want to suffer.

10. Line Spacing: You have to write a term paper with either 1.5 or 2 line spacing. To do this, at the beginning of the writing you press the Ctrl key and at the same time write 1. 5 for 1.5 spaces between each line or Ctrl. and 2 for two spaces between lines. Remember, long quotes –more than 4 lines- have to be single-spaces (Ctrl + 1). Alternatively, you can use the menus by choosing the following: Format \ Paragraph \ Line Spacing and choose the line spacing from the box there. 

11. Use of Abbreviations: Apart from those showing page (p. and pp.) and volume (v.) numbers, and using Inc. for incorporation, Publ. for publishers, and Co. for company, do not use abbreviations of any kind. However, universally understood and used abbreviations such as NATO for North Atlantic Treaty Organization, or USSR for the Union of Soviet Socialist Republics, or the US for the United States[of America] can be used. What you cannot do is to write “in e19c, the Brt. Nv. attacked Sudan” instead of “In the early 19th century, the British Navy attacked Sudan”.

12. Page Numbering: Have page numbers on each and every page of your paper. However, in  term papers, you don’t have the page number seen in the first page. So, choose Insert \ Page Numbers, and make sure there is no  “√” next to “Show Number on First Page”. It will hide “1” from your first page. The page numbers are put generally at the bottom of the page and in the middle.
As the page numbers would be shown one after the other, it is best to prepare a second document for the Table of Contents and the title page after printing the main document. By having a second file, you don’t number the pages there, so it is easier for you. Also, as you have to show page numbers on your Table of Contents, it is better to prepare it as a different documents after finishing writing.
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