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LETTER TO NHTI STUDENTS AND FACULTY 
 

Dear Students and Faculty: 

 

A research paper is an opportunity for students and scholars to explore a topic that interests them, connects to their 

career, or has been assigned by faculty.  The reasons to write research papers, and the forms that they can take, are 

infinite.  Fundamentally, all that is needed for a paper to be considered a research paper is that its author uses sources 

outside of personal experience.  These sources give students the opportunity to expand their knowledge of, and become 

more expert in, particular subjects.  Using this expertise, students can analyze information they have gathered and 

synthesize it with their own ideas in an insightful manner. 

 

Students first identify and locate books and periodical sources in libraries, search the Internet, interview experts, and/or 

collect data from original research.  After reading and understanding the researched information, students then have the 

opportunity to incorporate it into their thinking and present their ideas to an audience they want to inform, persuade, or 

challenge. 

 

Several years ago, the department heads decided that all faculty on our campus must require students to use the 

American Psychological Association (APA) form of documentation when completing research papers.  Having one 

format provides consistency, and APA was chosen because it closely resembles the conventions used in many of the 

disciplines taught at our school. 

 

Because research papers come in a variety of forms, this section of the handbook does not attempt to predict the many 

types of research papers students may be asked to write.  Rather, it presents basic information about APA citation that 

can be applied to all kinds of research papers, including the following areas: 

 

 Avoiding plagiarism 

 Writing paraphrases and summaries 

 Integrating quotations and information 

 Documenting information using APA format 

 

During EN 101 (English Composition), English faculty teach research papers introducing the APA format.  These 

skills should be reinforced in other courses, so please, do not sell this book!  Whether you write many research papers 

or only one, write many papers or only a few, this handbook will serve you in many of your courses during your 

education at NHTI. 

 

Students who need assistance at any stage in the research process can consult their English teacher or make an 

appointment at the Writing Center, which is part of the Learning Center (see page two).   

 

The Quick Access: Reference for Writers—Custom Publication for NHTI handbook is a required text in all sections of 

English Composition.  While there are other resources available to assist students in preparing APA-style texts—the 

citation feature in Word 2007, EBSCOhost’s citations, and Citation Machine (citationmachine.net)—these resources 

can (and often do) make mistakes.  We urge all students and faculty to use this book and/or the APA Manual when 

preparing papers to be presented in APA style.   
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WRITING CENTER and STUDY SKILLS/READING CENTER 

 
NHTI has a Learning Center with professional tutors and many free resources for students, including a writing center, 

a study skills/reading center, a math center, peer tutoring, and assistance for students with learning disabilities. 

 

 Writing Tutors are available Monday through Thursday 9-7; Friday 9-2. 

 

 Students should call 271-7725 or come over to the Learning Center, located in the NHTI library, to sign up for 

appointments. 

 

In the WRITING CENTER, students may receive assistance on any kind of paper for any course: 

 

 Choosing a topic and generating ideas to overcome writer’s block 

 Planning and organizing a paper 

 Finding credible research information in the library or on the Internet 

 Clarifying ideas 

 Drafting and revising a paper: expanding, cutting, adding, restructuring 

 Editing and proofreading 

 Understanding and avoiding plagiarism 

 Citing research and writing the References page 

 Writing résumés, cover letters, job applications, and college application essays 

__________________________________________________________________ 

 

In the STUDY SKILLS/READING CENTER, assistance is available in the following areas: 

 

 Reading comprehension 

 Vocabulary building 

 Time management 

 Organization of course materials 

 Test taking 
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Office of Cross-Cultural Education and 

English for Speakers of Other Languages (ESOL) 
 

1. ESOL courses are designed to help non-native speakers of English develop English language proficiency 

for academic success, career development, and effective communication. 

 

2. ESOL Tutoring & Support Services are available to all NHTI students. These services include individual 

professional support for challenges in oral and written expression, tutoring in academic subjects, test 

accommodations, informal language evaluation and course placement, TOEFL preparation, and more. 

 

3. Cross-Cultural Training, Facilitation, and Resources provide resources and information as well as 

opportunities for learning useful skills to promote the development of cultural competence, multicultural 

awareness, interpersonal communication, and conflict management in our increasingly diverse community. 

 

4. ESOL/International Student Advising assists students with multicultural/multilingual backgrounds with 

the challenges they face in applying for programs at NHTI, academic studies, interpersonal communication, 

and cultural transition. 

 

(NHTI Handbook, 2009, p. 20) 
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NHTI LIBRARY 
 

Start your research at the NHTI Library, the college’s treasury of books, periodicals and electronic resources 

documenting our cultural history.   Consult a librarian to help you locate and interpret the diverse materials found 

there.  You must obtain an NHTI student ID card and fill out a form at the Library to borrow materials.   

Your first step is to conduct a search in the Library catalog—a computerized listing of all the media owned by 

the Library.  The catalog is available through the Library’s home page.   The homepage also lists hours, staff, 

periodicals owned by the Library, items on reserve and specialized bibliographies. The homepage can be accessed 

from NHTI Library’s address: http://www.nhti.edu/library/index.html.  

The Library will help you borrow nearly any information you need from libraries all over the world through 

the Interlibrary Loan (ILL) service.   Allow between one and fifteen days for materials to arrive in the mail.  The NH 

State Library and the Concord Public Library are available for local research.  There is no fee to borrow from the State 

Library if you are a resident of New Hampshire; the Public Library charges an annual fee for those not living within 

the city or in campus residence halls, but you can borrow books through interlibrary loan.  

 Media Services provides the equipment to view audio-visual materials and consultation necessary to enable 

you to make successful classroom presentations.  Contact Media Services at nhtimediaservices@ccsnh.edu. 

The Archives is a collection of historical materials relating to NHTI, including alumni records.  A special 

collection of CAD/CAM documents on microfiche is unique in the State and useful to the engineering technologies.  

The NHTI Library is also the designated library of the New Hampshire Autism Society and the New Hampshire 

Chapter of the American Institute of Architects. 
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EBSCOhost, JSTOR and Writing and Literature Resources 
 

EBSCOhost 
 

EBSCOhost is a periodical index—and more.  This online database has thousands of journals and major newspapers, 

indexed with citations and abstracts.  Many titles provide full-text articles as well, further simplifying searches. 

The information you find on EBSCOhost can be read online, printed in the library, or e-mailed to a remote 

address.  There is considerable pictorial and graphical information in the full-text citations as well. 

To access EBSCOhost, select Databases from the library homepage, and then the link to EBSCOhost.  Select 

―on campus‖ or ―off campus.‖  If ―off campus,‖ follow instructions: Enter library code (24662) followed by your nine-

character student ID number.  See the following pages for more detailed information about research databases 

available in EBSCOhost. 
 

JSTOR 
 

JSTOR is a not-for-profit organization with the dual mission to create and maintain a trusted archive of important 

scholarly journals and to provide access to these journals as widely as possible.  JSTOR offers researchers the ability 

to retrieve high-resolution, scanned images of journal issues and pages as they were originally designed, printed, and 

illustrated. The journals archived in JSTOR span many disciplines.  This database is especially useful for research in 

the humanities.  To access JSTOR, select Databases from the library homepage, and then the link for JSTOR. 

 

Literature and Writing Web Resources  
 

Also available from the Databases section of the NHTI library homepage, this link provides access to specific areas of 

interest in both literary studies and composition. 

In the Literature Section, read original texts of selected works and explore different genres, author information, 

and critical commentary.  Currently, we have sections on American Literature, Native American Literature, Poetry, 

Short Stories, Theater and Drama, and Women in Literature. 

In the Writing Section, find information on the APA FORMAT—Research and Documenting Sources, English 

as a Second Language, Grammar and Punctuation, Prewriting, Revising, Technical Writing, Writing Exercises, and 

Writing For The Humanities.  

http://www.nhti.edu/research/literaturewriting.htm#literature1#literature1
http://www.nhti.edu/research/literaturewriting.htm#writing1#writing1
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EBSCOHOST DATABASES 
 

Includes over 30 databases with over 100,000 titles, with specialized databases in Health and Nursing, Business 

Administration and Hospitality, and Education. 

EBSCO Host can be accessed via The Library’s homepage: http:///www.nhti.edu/library > Under NHTI Library 

Databases > select EBSCO Host  

On NHTI campus – no password necessary  

Off campus Password – 24662 followed by your nine-digit Student ID number (Example: 24662999999999) Note: no 

spaces 

 

Instructions for accessing and searching EBSCOHost:  

1 Click on the first choice, ―EBSCOhost Web (ALL Databases)‖  

2 Select the database you wish to search. You may choose multiple databases. Read the descriptions of the  databases 

to see what kind of subjects they cover. Once you’ve selected the database(s), click the Continue button at bottom of 

page 

3 Enter in the subject keyword(s) that you wish to search for. The database defaults to search for FULL TEXT only. 

This means that every article the database finds will be available immediately. If you do not want to limit your 

search in this way, uncheck the Full Text box below the yellow bar that says ―Limit your results‖.  

4 Once you’ve entered your search terms and set the limits, click on the Search button.  

5 Once inside the search page, you’ll notice on the left you can narrow your search terms simply by choosing one of 

the blue hyper links.  

 

For help with creating folders, saving, and printing, go to Help menu at top right of page once you have 

accessed one of the databases. On left hand column is menu of items you may need help on. 

For help with basic searching visit: http://support.epnet.com/knowledge_base/detail.php?id=2537  

 

Account Types: Create your own account so you can save folders and access them from anywhere. 

Personal Account - If you are an individual user interested in saving items related to searching (for example, search 

results, saved searches, etc.) select ―Personal Account.‖ Once you sign in as a personalized user, any items that you 

collect are automatically saved to your folder for future use.  

1. To save an article:  From the article, click Save. 

a. From your browser menu, click File>Save As. Enter the path where the file should be saved (for example, 

C:\ProjectResearchInfo). To save to disk, enter the path to the drive (for example, A:\ResearchInfo). Be sure 

to save as an HTML or text file.  

b. Click Save. To return to the article, click Back. 

SAVE using APA Citation Format - Save your citations in a specific format, select one from the drop-down list:  

APA - American Psychological Association  

2.  Create a folder and save your search.   To collect several articles, click the Add to folder link at the 

bottom of each citation. To add all items on a page to your folder, click Add (1-10) at the top of the results. 

Result numbers to be added will change as you page through the list of results. 

You can set the defaults for Standard Field Format and Citation Format on the Preferences Screen. The selections that 

are set on Preferences will be applied when printing.  
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3.  Manage Custom Folders:  Use different folders for different topics or papers. 

The custom folder feature provides the ability to create numerous folders, each on a particular topic, for example, in 

which various results can be sorted and stored. You can customize the name of each folder and determine which 

folders nest within other folders, to maximize efficiency when managing saved items.  

You can create as many levels of folders and sub-folders as you like. However, only four levels of folders and sub-

folders are displayed. Any folders below that will display at level four.  

You must be signed in as a personalized user (My EBSCOhost) to use the custom folders feature. 

To create a new custom folder:  Click the Folder icon. My Folder is displayed. 

To share a folder with classmates:  EBSCOhost’s Shared Folder feature lets you add articles to your custom folders 

and share them with other EBSCOhost users such as fellow students, professional colleagues, or anyone interested in a 

specific topic.  

There are three folder areas for use:  

 My Folder – this area holds the items that you have collected during your current session. This folder cannot be 

shared.   

 My Custom – custom folders you create, and then move result items into. You can share custom folders with other 

EBSCOhost users, if desired.   

 Shared by – custom folders that another user creates and then shares with you.  

You must be signed into My EBSCOhost to access custom or shared folders. In order to share a folder, it must be at 

the ―top level‖ of the folders. If you have multiple levels of folders, the sub-folders cannot be shared.  

To share a custom folder:  

1. Run a search on EBSCOhost, and save one or more articles or saved searches to a custom  folder that you 

previously created. (For example, you created an Environmental Science Project folder and added two articles to 

it.) 

To print an article:  From the article, click Print. 

E-mailing: You can set the defaults for Standard Field Format, Citation Format, E-mail Format, and 

the default E-mail To address on the Preferences Screen. The selections that are set on Preferences will be 

applied when e-mailing.  

 

To e-mail an article: From the article, click E-mail. 

1. Enter the E-mail Address. To send to more than one e-mail address, use a semicolon between each e-mail address. 

(For example, name1@address.com; name2@address2.com).  

2. To send the e-mail, click Send; otherwise, click Back. A message appears when your e-mail has been 

sent. 
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Get Connected to NHTI: Quick Reference Guide for Students 
  

Student Information System (SIS)  

Access your academic information on-line using the Student Information System (SIS). Student Email and Blackboard 

usernames and passwords are available in the SIS.  In addition, students may view their class schedule, grades, billing 

information, financial aid status, and academic history.  For information on SIS, please consult: 

http://www.nhti.edu/registrar/sisinfo.htm.  

• Go to http://www.nhti.edu/  

• Click on Current Students tab  

• Select Student Information System  

• Click on Enter Secure Area  

• Enter your User ID - Your User ID is your 9-digit, computer-generated student ID number.  Be sure to enter 

the @ sign.  

• Enter your Personal Identification Number (PIN) - Your PIN is your 6-digit date of birth (mmddyy) OR the 

last six (6) digits of your user ID.   

 

Official CCSNH* email accounts are created automatically within 24 hours of course registration.  This email 

account serves as the official account for all of your electronic communication with the college.  Retrieve your Email 

address, username and password from the Student Information System (SIS).  (Follow SIS Login instructions above).  

After logging in, at the Main Menu of the SIS, select Personal Information, then select View Email Addresses to view 

Email address.  Click the link at the bottom of the page to obtain Default Email Password.  

• Go to http://www.nhti.edu/  

• Click on Current Students tab and Select Student Email   

• Enter your Email Username - Your email username is the text and 3 digit number before the @.  Example:  

jdoe123 

• Enter your Password.  We recommend that you change your password as soon as possible. 

 

How to Change your Email Password:  
• On the Outlook Web Access page, click on the Options button on the lower left  

• Scroll down until you find Change Password  

• Under Domain type ―students‖, in lowercase  

• Under Account type your username, which is the first part of your email address; do not type the 

―@students.ccsnh.edu‖  

• Type in your current email password  

• Type in your new email password twice and Click OK  

  

Blackboard (Bb) is the online teaching software used at NHTI.   Retrieve your Blackboard username and password 

information from the Student Information System (SIS) .  (SIS Login instructions are on the first page of this 

brochure).  At the Main Menu of the SIS, select Personal Information then select View Blackboard Username.  Your 

Blackboard Username and password information is displayed.  

• Go to http://www.nhti.edu/  

• Click on Current Students tab  

• Select Blackboard   

• Click on Login  

• Enter your Blackboard Username   

• Enter your Blackboard Password   

• The direct URL address is: http://ccsnh.blackboard.com/  

 

NHTI Print System    
NHTI extends free printing privileges in campus computer labs to students up to 350 pages each semester.  In order to 

access printing privileges, students must log into the system using their NHTI Student Email Username and Password. 

(See SIS section of this brochure for instructions on viewing your Student Email username and password.)  

 When your number of printed pages reaches 280, you will receive a warning.  

 When you request to print a job that will exceed your 350 page allotment for the semester, it will not print, and 

you will be instructed to go to the Bursar’s Office to have more pages added to your account.  
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 You may add pages to your account in increments of 100 pages for $10 ($0.10 a page); the Bursar* will post 

your payment to your account and increase your page allotment accordingly.  

 Students may appeal mechanical printing errors with evidence for credit consideration, on a case by case basis 

to the nhtihelpdesk@ccsnh.edu; unintentional printing errors are not eligible for credit consideration. 

 

Login for VISTA: 

• Username:  students\email username; Example: students\jdoe123 

• Password:  email password  

 

Login for Windows XP: 

• Username: email username; Example: jdoe123 

• Password: email password; Log on to: students  

 

 

 

Information Technology Team, NHTI 

Revised April 2009 
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WORD 2007: Caution and Advice 

 
If you do not have Word 2007 on your home computer or laptop, you may not be able to open documents created in 

the lab on Word 2007 on that other computer.  When writing in the lab, save your work in an earlier Word format or in 

Rich Text Format as follows: 

 

* Click on SAVE AS (not SAVE) 

* Open the FILE TYPE box 

* Highlight & click Word 97-2003 or Rich Text Format on the menu that appears.  This should allow you to 

access your file on most computers with word-processing programs other than Word 2007. 

 

 

If you have Microsoft Works on your home computer or laptop, do not use it for assignments you plan to transmit 

electronically or save on your thumb drive.  Word 2007 does not support this application and cannot open Works 

documents.  (Works documents have WPS as a filename extension.) 

 

If you’re new to Word 2007, here’s how to locate functions you’ll need when composing in the computer lab: 

 

 LINE SPACING:  click on the blue Home tab near top left. 

 CENTERING:  click on the blue Home tab 

 PAGE NUMBERING: click on the blue Insert tab at the top  

 LINE NUMBERING: click on the blue Page Layout tab 

 PRINT:   click on the Windows button on the top left 

 SPELL-CHECKER: click on the blue Review tab 

 FIND:   click on the blue Home tab 
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AN INTRODUCTION TO CITING SOURCES 

 AND AVOIDING PLAGIARISM 
 

 

Why Cite Sources? 

 

 To let readers know how current your information is; 

 To enable readers judge the credibility of your sources; 

 To give readers the opportunity to follow up on the information you present; 

 To credit your sources with the information they provide to avoid plagiarism.  As explained in the NHTI 

Student Handbook, 

 
Honesty is expected of all NHTI students.  In academic matters this includes the submission of work 
that clearly indicates its source.  Dishonest acts include cheating and plagiarism.  Cheating is defined as 
copying or otherwise using material from others, or involving the use of sources not approved by faculty.  
Plagiarism is defined as using [stealing] the work (ideas, words, artwork, material found on-line, etc.) of 
another person as one’s own.  The failure to cite [a] source . . . [and put quotation marks around direct 
quotations] in written material are the most common types of plagiarism.  Cheating and plagiarism are 
considered as serious disciplinary matters and are subject to the same penalties and procedures as other 
NHTI disciplinary matters.   

(NHTI Student Handbook, 2004-2005, p.28)   

 

 

Avoiding Plagiarism  
 

If you intentionally or accidentally use another person’s specific words or ideas without giving credit, as if 

they were your own words or ideas, that is plagiarism.  Plagiarism is stealing another person’s words or ideas 

and presenting them in your paper as your own. 

 

 You plagiarize if you  

 Do not acknowledge a quotation; 

 Fail to put an author’s exact words inside quotation marks; 

 Paraphrase or summarize facts or opinions from sources without citation; 

 Use sections that have been rewritten by a friend or a tutor; 

 Buy, find, or receive a paper that you turn in as your own work. 

 

Make sure you cite any information that you gain from research. 

 

 Penalties for plagiarism may include any of the following: 

 Failing a paper 

 Failing a course 

 Suspension 

 Expulsion 
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AVOID UNINTENTIONAL PLAGIARISM: 

SUMMARIES AND PARAPHRASES 

 
Avoid the temptation of substituting synonyms for some or most of the words from a section of your research.  

Make a point of not imitating the source’s sentence structure.  Writing that resembles the original too closely is still 

plagiarism.  When you put information from resources into your paper, create your own sentence structure and use 

your own words.   

 

 

GENERAL KNOWLEDGE 
You don’t have to document common knowledge or your own thinking.  Common knowledge is information that most 

educated people know, although they might need to remind themselves of certain facts by looking them up in a 

reference book.  That water boils at 100º Celsius or that Barack Obama is the 44th President of the United States is not 

a fact that needs to be cited. 

 

 

GUIDELINES FOR USING OUTSIDE SOURCES IN YOUR WRITING 

1. Avoid plagiarism by citing ideas and the words used to express them. 

2. Document sources correctly, using last name of author and date (and page number, if quoted) immediately after 

information you are using. 

3. Paraphrase: Retelling someone else’s information in your own words and your own sentence structure. 

4. Summary: Condensing the significant ideas from a source in your own words and your own sentence structure. 

5. Quotation: Utilizing the precise words from a source.  Indicate with quotation marks. 

 

See the following pages for more detailed instructions on these techniques. 
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Information You Need to Cite Your Sources 
 

Photocopy the appropriate pages before taking notes (or write down the information on notecards), and keep notes with 

these pages.  To avoid plagiarism, put quotation marks around direct quotes and note pages from which you took them. 

Book 
 

Author and/or editors (note if there is no author) 

Title 

Year of publication (latest copyright date; note if there is no date) 

Place of publication 

Publisher 

Pages used 

 

 

Magazine, Journal, and Newspaper Articles 
 

Author (note if there is no author) 

Title of article 

Title of magazine, journal, or newspaper 

Date (year, month, day) of publication (note if there is no date) 

Volume number, and issue number, if there is one 

Page number(s) 

Section letter for newspaper (for example: B6) 

 

 

World Wide Web Site 
 

Author (note if there is no author) 

Title of article 

Title of publication 

Name of website 

Date of publication (note if there is no date) 

Volume number (if there is one) 

Pages (from printed version) 

Date of retrieval 

Web address (Note: the easiest way to save the correct address is to use copy (CTL-C) and paste (CTL-V) commands) 

 



15 

 

OVERVIEW: PARAPHRASES, SUMMARIES and QUOTATIONS 
 

 

GUIDELINES FOR WRITING A PARAPHRASE 
1. Reproduce the source's order of ideas. 

2. Create your own phrasing and sentence structure to explain the central information. 

3. If necessary, quote significant pieces of information from original source. 

4. A paraphrase is typically as long as the original passage. 

5. Document the source. 

6. When taking notes, write down source information (including author and date of publication) so you will be able to 

cite source. 

 

 

GUIDELINES FOR WRITING A SUMMARY 
1. Include the significant ideas. 

2. Condense information. 

3. Use your own words.  If necessary, quote specific phrases. 

4. Document the source 

5. When taking notes, write down source information (including author date of publication, and page number) so you 

will be able to cite source.             

 

GUIDELINES FOR WORKING QUOTATIONS INTO YOUR WRITING 
1. Use quotation marks to indicate quoted material. 

2. Quote exactly.  Do not alter quotation. 

3. Understand the material you are quoting. 

4. Less than 1/5
th
 of your paper should be quoted.  In most disciplines, it is better to paraphrase and summarize 

information from sources than rely on quotations. 

5. Your thesis sentence should not be quoted. Quotations should clarify your information, not present your main 

ideas.  

6. Include a quotation if 

• Its language is appropriate or distinctive. 

• Its thought is particularly difficult to rephrase accurately.   

• Authority of source is especially important to support your thesis & main ideas.  

7. Make sure you qualify your sources and that authors have authority in subject matter. 

8. Selectively use long quotations. (Indent quotations of 40 or more words.) 

9. Use signal words to integrate quotations into your writing. See page 13 of handbook. 
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PUTTING SUMMARIES AND PARAPHRASES 

IN YOUR OWN WORDS 
 
When summarizing or paraphrasing source material, you must put the original material in your own words. Simply naming the 

source will not necessarily free you from the charge of plagiarism. You have plagiarized if you have merely added to or taken 

away words from an existing sentence or altered significant terms in the original with synonyms. Both the wording and the 

structure of the original sentence must be your own. Consider the following examples: 

 

Original:   
“The available data suggest that the road to maturity hasn’t become as drastically different as people think” 
(Hulbert, 2005, p. 11). 

 

Unacceptable paraphrase:  
Hulbert (2005) informs us that data suggest that the road to maturity hasn’t changed as much as people think. 

 
The words “data suggest that the road to maturity” have been taken directly from the source. 

 

Unacceptable borrowing of structure: 
The source information seems to say that the path to growing up hasn’t been as profoundly altered as some 
believe (Hulbert, 2005). 

 
The significant words of the sentence have been replaced by synonyms.  

 

Acceptable paraphrases: 
Although it is popularly believed that children today mature later than they did in previous generations, 
according to Ann Hulbert (2005), the science does not bear this out. 
According to one researcher, statistics show that people are wrong to assume that our society is delaying maturity 
(Hulbert, 2005). 
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GUIDELINES FOR INTEGRATING QUOTATIONS IN YOUR WRITING 
 

 

 Including too many quotations in a research paper indicates a lack of synthesis of the information: what some call 

a ―cut and paste‖ job.  Choose a quotation only when the language is suitable or distinctive, the thought is difficult 

to rephrase accurately, and/or the authority of the source is crucial to support your thesis and main ideas.  Except 

for this occasional, effective use of quotations, use your own words to summarize or paraphrase your sources.  

After a quotation, summary, or paraphrase, express in your own words your own ideas to explain significance, 

draw conclusions, or make connections. 

 

 Avoid dropping quotations into your paper without introducing and explaining them.  First, use signal phrases, 

including the author’s name and qualifications, to prepare your reader for the quotation.  Then explain the 

significance of quotation. 

 

 

 

AVOID Dropped Quotations: 

 

Although the gray wolf is still listed as an endangered species, its growing population is 
worrisome to ranchers.  “The gray wolf seems to have increased its population in many sections 
of the United States” (Robinson, 2006, p. 213). 

 

INCLUDE Quotation with Signal Phrase: 

 

Although the gray wolf is still listed as an endangered species, its growing population is 
worrisome to ranchers.  According to wolf expert Michael Robinson (2006), “The gray wolf 
seems to have increased its population in many sections of the United States" (p. 213). 

 

 

 To avoid monotony, try to vary your signal phrases: 
 

 

 Communications experts Huston and McLaughlin assert, “ . . .” 

 As editors Holland and Lindsay have noted, “ . . .” 

 Eaton, the author of Curse of the Pirateõs Treasure, describes the ocean as “ . . .” 

 “ . . .,” claims skier Jane Cooke. 

 English professor Diana Levine offers an alternative solution: “ . . .” 

C. Cushing, advisor to the solar car team, answers these objections with the following analysis: “. . .”          
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     VERBS USEFUL TO INTRODUCE A PARAPHRASE, SUMMARY, OR QUOTATION 

According to Claim Describe Negate Respond 

Accentuate Clarify Elaborate Observe Show 

Accept Complain Explain Outline Speculate 

Address Concede Entreat Plead Suggest 

Admonish Conclude Fear Question Suppose 

Analyze Confirm Grieve Quote Threaten 

Argue Consider Highlight Rant Voice 

Assert Counter Imply Reflect Whine 

Believe Demonstrate Investigate Report Yield 

Bemoan Denounce Mock Reveal  

 

 When you use a verb in your signal phrase, select one that indicates how the author explains the information.  

Is the author asking a question, giving or refuting an argument, including an observation, reporting a statistic, 

analyzing a graph?  A thoughtfully chosen verb like those on the previous list can help you make the author’s intent 

clear.   
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USEFUL PUNCTUATION FOR INTEGRATING QUOTATIONS 
 

The ellipsis 
 

To delete sections from a quoted passage, you can use the ellipsis mark (three periods, with spaces between) to 

indicate that you have left out words. 

 
In a recent speech at a Pugwash Peace conference describing the survivors of Hiroshima, Mayor Tadatoshi Akiba (2007) 
explained, “And yet, everyone seems to take for granted their determination to eliminate nuclear weapons . . . and continue 
their struggle . . .” (p. 2). 

 

If you omit a full sentence or more, use a period before the three ellipsis dots.  However, be careful not to misrepresent 

the author’s intent by omitting key words: use quotations ethically. 

 
According to Akiba (2007), “They hovered between life and death in a corpse-strewn sea of rubble and ruin—
circumstances under which none would have blamed them had they chosen death. . . . We should never forget the will and 
courage that made it possible for the hibakusha to continue to be human” (p. 2). 

 

 

Brackets 

 

Brackets permit the writer to insert words into quoted material to clarify a confusing reference, to note an error in the 

original, or to keep the sentence grammatically correct. 

 
Mayor Akiba (2007) declared, “Perhaps no group of people welcomed these strong calls for the abolition of nuclear 
weapons more than the hibakusha [victims of the atomic bombings of Hiroshima and Nagasaki], who had felt so alone for 
so long” (p. 3). 

 

 

Quotations that Include Exclamation or Question Marks: 

 

 Exclamation/question marks go before the final quotation marks, and the period still goes after the parentheses. 

 
As one critic implores, “Hibakusha testimonies, coupled with photographs, memoirs and paintings, give a human face to 
the tragedy of the A-bombing, so how can we ignore them?” (Rensor, 2007, p. 3). 
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Plagiarism/Cheating Policy and Procedures 
 

1. Faculty will gather all material evidence (e.g., papers, crib notes, copied materials and the source(s) from which 

suspicious material came).  If the charges have arisen from an inconsistency in quality, then prior work samples, 

along with the work in question, should be presented to the student.  Names of those who have pertinent 

knowledge of the situation will also be presented. 

 

2. Once the information is gathered, a meeting between the individual faculty member and the student should be held 

within five (5) class days (or within five (5) business days of a final exam) to discuss the matter.  All parties shall 

maintain confidentiality at this point.  The faculty member, however, reserves the right to seek counsel from 

his/her Department Head.  The student may seek counsel from an individual of his/her choice. 

 

3. Following the meeting, the faculty member shall have the following options available if he/she feels disciplinary 

action is warranted: 

a. Have the student redo the assignment or do a different assignment; 

b. Reduce the student’s grade a specified amount; 

c. Give the student an ―F‖ grade for the assignment; 

d. Give the student an ―AF‖ or ―F‖ grade for the course; 

e. Issue the student a letter of sanction (copies to Registrar and student’s Department Head). 

f. Other options as appropriate, not including those outlined in #4 below. 

 

4. Options available needing the approval of the Department Head and Vice President of Academic Affairs: 

a. Suspend the student from the program or the College for one semester; 

b. Suspend the student from the program or the College for more than one semester; 

c. Dismiss the student from the program or the College. 
 

 The faculty member’s decision will be put in writing to the student within two class days of the meeting.  If 

another student not in the class was complicit in the cheating/plagiarism, the faculty member has the obligation to 

pursue disciplinary action against that student.  Disciplinary action against a student not in the class would be 

limited to 3e-f or 4a-c above. 

 

5. A student may appeal actions covered in 3a-d above through the Grade Appeal/Grade Change process; a student 

may appeal actions covered in 3e and 4a-c above through the Student Judicial process (see the Student Judicial 

process section of the Student Handbook at http://www.nhti.edu/documents/nhtistudenthandbook0809.pdf) 

 

(NHTI Student Handbook, 2009, p. 21).  
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WHAT IS APA AND HOW DOES IT WORK? 
 

 

 The documentation style of the American Psychological Association is used in psychology and some other 

social sciences and is very similar to the styles in sociology, economics, and other disciplines.  The Publication 

Manual of the American Psychological Association is available at the NHTI library. 

 

 

There are two types of citations involved in using APA documentation: 
 

In-text citations are used in the actual body of the paper immediately after information taken from an outside source 

in paraphrases, summaries, or quotations.   

 

 Click here for explanations 

 Click here for  in-text citation examples 

 

 

The References page is a list of all the sources cited in the body of the paper, which appears as a separate page at the 

end of your paper. 

 

 Click here for References page explanations 

 Click here for sample References page 

 Click here for References directory 

 

 

 

Each in-text citation should correspond with a source listed on the References page.  Do not list a source on the 

References page that has not been cited in the paper.  Conversely, do not cite a source you fail to include in the 

References page.  Either inaccuracy opens you to charges of misrepresentation of sources, a form of plagiarism. 
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APA In-Text Citation: Overview 
 

 
Exact Words  Use quotation marks. 

   Cite source: (author’s last name, year, page numbers). 

    

Paraphrase   Do not use quotation marks. 

or Summary  Cite source: (author’s last name, year). 

 

 

 Note the period goes outside and after the parentheses (except in a longer quotation, below). 

 Note the use of commas and spaces between the author’s last name, year, and page number. 

 Note the use of p. before the page number and pp. if more than one page number. 

 

 

For quotations of 40 words or fewer 
Include last name of author, date, and page number: (Chopin, 1894, p. 328).  Put punctuation outside parentheses. 
 

Given that it does not produce any oil, “Morocco has had to make the most of its other advantages” 

(Zwingle, 1996, p. 115). 

George Zwingle (1996), an economist for Texaco, asserts, “As the only North African country without oil, 

Morocco has had to make the most of its other advantages” (p. 115). 

 

For quotations 40 words or longer 
Indent one half-inch from left margin, do not use quotation marks, and place citation outside end punctuation. 
 

Jo Boaler (2008) puts it eloquently: 

Mathematics is all about illuminating relationships such as those found in shapes and in nature. It is 

also a powerful way of expressing relationships and ideas in numerical, graphical, symbolic, verbal and 

pictorial forms. This is the wonder of mathematics that is denied to most children. (p. 18) 

 

 

For paraphrased or summarized information 
Include author’s last name and date: (Mason, 2003). 
 

Because Morocco does not have oil, unlike all other countries in northern Africa, it has to rely on its other 

natural resources (Zwingle, 1996). 

Texas economist George Zwingle (1996) asserts that, unlike all other countries in North Africa, Morocco 

does not have oil and therefore has to rely on its other natural resources. 

For in-text citation without author 
Follow the same guidelines as you would for paraphrasing or quoting sources, but substitute title for author. 
 

 Put quotation marks around the capitalized titles of articles, chapters or short stories. 

 Italicize title and capitalize major words of the titles of books, magazines, journals, or brochures. 
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 Only use the first three to four words of the title.  For the Beginner’s Guide to Martial Arts, you would use 

(―The Beginner’s Guide,‖ 2006, p. 2).  For The Chicago Manual of Style, you would use (The Chicago 

Manual, 2004, p.24). 

 

 

Referencing the Same Source within a Paragraph: 

You don’t have to repeat an author’s name or year in the second or subsequent references in a paragraph to the same 

source, provided that no other sources are mentioned between these references.  Instead, include only the page number 

for direct quotations.  Unless otherwise instructed, it is not necessary to include page numbers for paraphrases and 

summaries.  Ask your professor if s/he prefers page number references for paraphrases and summaries. 

 

The mall and shopping district was created in a vicinity described by Munoz (1982) as “one of the last 
outposts of undisturbed nature in the state” (p. 28).  The aquifer area provides a “unique environment for 
several endangered species of birds and plant life” (p. 31).  The birds especially require breeding areas free 
from the encroaching signs of development: roads, lights, and human presence. 

 

 

Referencing Several Sources within a Paragraph: 

You don’t have to repeat the year in second and subsequent references to the same source as long as the information 

cannot be confused with information cited from other sources. 

 

The term emotional intelligence has become a buzz word since Daniel Goleman (now a household name 
in many circles) wrote his best-seller—Emotional Intelligence: Why It Can Matter More Than IQñon the topic in 
1995.  Since then, many businesses and educational institutions have been re-examining their priorities: CEO’s 
are recognizing the important role emotions play in the workplace, and teachers are realizing their importance 
when it comes to learning.  That’s where the agreement ends, however, as there are many theories about exactly 
what emotional intelligence is.  Although Goleman popularized the term, he did not coin it.  The term had 
appeared in psychology articles prior to his book, perhaps most notably in the work of professors of psychology 
Jack Mayer and Peter Salovey, who wrote about the concept five years before Goleman’s book was published 
(Schwartz, 2000).  Goleman (1995) uses the term to encompass behavior such as “. . . self-control, zeal and 
persistence, and the ability to motivate oneself” (p. xii).  He has come under criticism from Mayer, however, who 
believes "Goleman has broadened the definition of emotional intelligence to such an extent that it no longer has 
any scientific meaning or utility and is no longer a clear predictor of outcome" (as cited in Schwartz, 2000, p. 5).  
Despite its widespread appeal, the jury is still out on exactly what this “new” intelligence consists of and how it 
differs from other forms of intelligence. 
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IN-TEXT CITATION EXAMPLES 
 

In APA style, in-text citations in the text refer to a list of sources at the end of the text.  The basic parenthetical citation 

contains the author’s last name, the date of publication, and often the page number from which material is taken.  This 

section covers the formats to use for citing a source in the text of your paper. 
 

 

1. WORK BY ONE AUTHOR 

 

If you give the author's last name in your own sentence, include the date in parentheses directly after the author's 

name.  
 

Using his piercing wit, race car driver Edwards (2005) has made barbed remarks mocking the danger of speeding. 

 

If you do not give the authorôs name in your own sentence, include the name and date of reference, separated by a 

comma, in parentheses at end of sentence. 
 

Learning to drive safely is something all fathers must teach their children (Edwards, 2005). 

 

If you include a direct quotation, the citation in parentheses must include the abbreviation "p." or "pp." followed 

by a space and the page number(s). All items within parentheses are separated by commas. 
 

All these young dilettantes have been called "the new Italian dreamers" (Frost, 2006, p. 15). 

 

2. WORK BY TWO AUTHORS 
 

Name both, using the order in which their names appear on the work. Within parentheses, use an ampersand (&) in 

place of ñand.ò 
 

Murphy and Collins (2005), both originally from Boston, have pointed out that Harvard cites research studies in 

a selective, almost biased, way. 

 
It has even been pointed out that Harvard cites research studies in a selective, almost biased, way (Murphy & 

Collins, 2005). 

 

 

3. WORK BY THREE TO FIVE AUTHORS OR EDITORS 

 

Identify all of them the first time you mention them in the signal phrase or the parentheses.  In later references, use 

the first author's or editorôs name followed by "et al." (for "and others") in place of the other names. 
 

Barrett, Butterfield, Astor, Spencer, and Lourdes (2005) have warned against the danger of global warming by 

presenting data that indicate temperature fluctuations will eliminate many species. 

 
Increasingly, global warming is considered a threat to the future of many countries’ economies (Barrett et al., 

2005). 
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4. WORK BY SIX OR MORE AUTHORS OR EDITORS 

 

Always use the name of the first author followed by "et al." 
 

Benoit et al. (2001) designed the new guidelines for Phi Theta Kappa. 

 

5. TWO OR MORE WORKS BY THE SAME AUTHOR(S) PUBLISHED IN THE  SAME YEAR 

 

Identify each work with a lowercase letter after the date: (Levine, 2001a), (Levine, 2001b).  Separate the dates with 

a comma. The reference list will contain the corresponding letters after the dates of each work. 
 

 

6. WORK IN AN EDITED ANTHOLOGY 

 

Refer in your text to author of work itself.  Use date of anthology for citations.  We recommend also including date 

of original work within text. 
 

In his article “The Secret of Popularity,” originally published in 1999, sociologist John Dixon (2003) provides a 

thoughtful analysis of the relationship between sports and success. 

 

 

7. WORK CITED IN A SECONDARY (INDIRECT) SOURCE 

 

Give the author or title of the original work preceded by "as cited in" to indicate that you are referring to a work 

mentioned in the work of another author. List the secondary source in your list of references. In the following 

example, Brown will appear in the list of references, while Henry will not. 
 

Human beings imitate accents unconsciously, as Henry says, "during travel" (as cited in Brown, 1992, p. 208). 

 

 

8. QUOTATION WITHIN A QUOTATION 

 

Use single quotation marks around quoted section within larger section you are quoting. 
 

òSparky was ôhonest, thoughtful, [and] forgiving as a childõ ó (Wick, 2004, p. 13). 

 

 

9. WORK WITH NO AUTHOR NAMED 

 

In your text, use the complete title if it is short (with capital letters for major words).  Another option is to include 

the title, or an abbreviated version of it, in parentheses along with the year of publication.  Italicize and capitalize 

the titles of books, periodicals, brochures, or pamphlets.  Put quotation marks around the capitalized titles of 

articles or chapters. 
 

According to The Far East and Australia (1990), the Buddhist calendar has been the official calendar in Sri Lanka 

since 1966. 

 

Many people underestimate the importance of wearing a helmet when bicycling (“Biking in the USA,” 1996). 
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10. REFERENCE TO WHOLE WORK OR IDEA IN A WORK 

 

Use only an author and a date for a reference to a complete work, a paraphrase, or a comment on a specific idea: 
 

The book explains the rise of reported incidents of various types of anxiety disorders (Hurst, 1926).  

 

 

11. WORK BY GROUP AUTHOR:  BUSINESS ORGANIZATION, CORPORATION, OR GOVERNMENT 

AGENCY 

 

In the initial citation, use the full business or government name; in subsequent references, use an abbreviation, if one 

exists. 
 

The College Entrance Exam Board (CEEB) claims that "the SAT has been changed because education has 

changed" (CEEB, 1993, p. 4). 

 

 

12. WORK BY TWO AUTHORS WITH SAME LAST NAME 

 

Use the authorsô initials as well, even if the dates of publication differ. 
 

He has often described a writer as having two conflicting roles: author and critic (F. Rosenberg, 1999). 

 

 

13. WORK IN MORE THAN ONE VOLUME 

 

Include in your citation the year of publication for the volume you are citing: (Thigpen & Morgan, 1997). If you 

refer to more than one volume, cite inclusive dates for the volumes you cite: (Thigpen & Morgan, 1997-1998).  
 

 

14. TWO OR MORE WORKS SUPPORTING SAME INFORMATION IN SINGLE CITATION 

 

List the sources in alphabetical order, separated by semicolons. For works by the same author, list chronologically 

(earliest source first) or by the letters a, b, and so on for works published in the same year. 
 

Criticisms of small-scale nuclear testing abound (Eaton & Foy, 2006; Butterfield, 2005; Jensen, 2001, 2007). 

 

 

15. WORK WITH NO DATE 

 

If the date of publication is not known, use n.d. in your citation, for "no date."  
 

In The Odyssey by Homer (n.d.), Telemachus searches for his missing father. 

 

 

16. UNDATED CLASSIC WORK/BIBLE 

 

You do not need an entry on the References page for the Bible or undated classic works. Just give information 

about book and other relevant information (such as verse numbers) in your text. 
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17. A NONPRINT SOURCE 
 

For a film, television or radio broadcast, recording, lecture, or live performance, include in your citation the name 

of the originator or main contributor (such as the writer, interviewer, director, or producer) or an abbreviated title if 

the originator is not given, along with the year of publication. 
 

 

18. AN ELECTRONIC OR INTERNET SOURCE 

 

For computer software, use author and date.  There will be no page number. 

 

For online sources, use author and date.  If there is no date, use n.d.  If there is no author, use article title or web 

page title.  NOTE: Official APA format for Internet sources includes referencing paragraphs instead of page 

numbers.  However, since most Internet articles do not include paragraph numbers, the NHTI English 

Department recommends either printing out the article and using the resulting page numbers or referring to 

headings if available (e.g., Introduction).  If the original print source pages are noted, it is acceptable to use 

them. 

 

On Thomasõs website on New Hampshire politics, Johnson (n.d.) argues that the òNew Hampshire House has so many members 

that making new laws is cumbersomeó (para. 2). 

19. A LONG QUOTATION (40+ WORDS) 

 

Present the quotation in a block format: double-spaced and indented one half-inch from the left margin. Cite the source 

in parentheses after the final punctuation mark of the quotation. The following passage appears in an article by 

Graham. 
 

Graham (1976) summarizes the message sent by a number of magazines aimed at pregnant women: 

Pregnancy, as socially portrayed, epitomizes femininity; it offers woman her ultimate social and psychic 

fulfillment. But it is also a time of emotional and physical vulnerability; the expectant mother is in need 

of protection. Dormant emotions are awakened through the hormonal or psychotic imbalances resulting 

from the baby in utero. Nonetheless, perhaps as a compensation, pregnancy is an occasion to enjoy 

activities and objects normally denied; the expectant mother can and should be spoiled. (pp. 295-296) 

 

 

20. INTERVIEW OR  PERSONAL COMMUNICATION, SUCH AS A CONVERSATION, A LETTER, E-

MAIL, OR AN ELECTRONIC DISCUSSION GROUP 

 

Mention these only in your paper; do not include them on your References page. Give the last name and initial(s) of 

the source of the communication and an exact date which includes month, day, and year. 
 

According to Dr. Beth Collins, Hospice Coordinator at Beth Israel Hospital, doctors are finding it difficult to 

secure funding for their research (personal communication, June 6, 2007). 

 

If name is not mentioned in text, include first initial and last name in parentheses. 
 

According to the Hospice Coordinator at Beth Israel Hospital, doctors are finding it difficult to secure funding 

for their research (B. Collins, personal communication, June 6, 2007). 
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SAMPLE REFERENCES PAGE 

 
References 

 

Adams, M. (2002). Traveling economically. New York: Warner 

 

 Books. 

 

Ambra, S. (2005, March 11). Lost in the stacks. The NewYork Times,  

 

 pp. C1, C8. 

 

Bauerlein, M., Kennedy, X. J., & Gioia, D. (2005). Handbook of  

 

 literary terms: Literature, language, theory. New York: 

 

 Pearson Education. 

 

Becker, G. (2004, December 3). Life on the beach. Journal of  

 

 Oceanography, 6 (22), 1-7. Retrieved March 11,  

 

2006, from http://www.ccs.neu.edu/home/life.html 

 

Belasky, P. (2002). Training your small dog. In C. Eaton & M.  

 

 Murphy (Eds.), New dogs, old tricks: Training crossbreeds. 

 

  (pp. 24-30). Portsmouth, NH: Heinneman. 

 

Biking. (1996). In Encyclopedia of transportation (Vol. 13, p. 178).   

 

London: Oxford University Press. 

 

Cattano, J. (2004, February). Kayaking in open water. Popular  

 

 Science, 254 (2), 12, 18. Retrieved May 23, 2005, from  

 

EBSCOhost online periodical index. 

 

Clyde, M. (1995). Adoption is an act of compassion. In D. Bender, 

 

B. Leone, & A. Harnack (Eds.), Adoption: Opposing  

 

viewpoints,1-4. San Diego: Greenhaven. Retrieved  

 

August 30, 2004, from Gale Virtual Reference. 

 

                    

 

 

 

Double-space throughout 

 

Book w/ 1 author 

 

 

 

Article in newspaper 

 

 

 

Book w/ 2 or more authors 

Book with title and subtitle 

 

 

 

 

 

Internet site: Scholarly 

article w/ volume and issue  
• Include date retrieved 

• Include Internet address 

 

 

Work in an anthology, edited 

book or poetry collection 

 

 

 

 

Unsigned article in reference 

work 

 

 

Journal article –EBSCOhost 

• Italicize  journal name and  

volume number.  Put issue 

number in parenthesis after 

volume number and do NOT 

italicize issue number.  Do NOT 

put p. or pp. before the page 

number(s). 

 

 

Article from Gale Virtual 

Reference 
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Department of Health and Human Services. (2003). National agenda  

 

for public health action: The national public health initiative  

 

on diabetes and women’s health. Atlanta: Department of  

 

Health and Human Services, Centers for Disease  

 

Control and Prevention. 

 

Deffe, R. (Director/Producer). (1995). The scarlet letter [DVD]. 

 

 Burbank, CA: Buena Vista Home Entertainment. 

 

Foulkes, M., & Jozitis, S. (1992, November). How to travel  

 

cyberspace. PC Computing, 36-39. 

 

Shreve, J. (2006, March). The greatest journey: Genetic trails left by  

 

our ancestors. National Geographic, 1-5. Retrieved March 1,  

 

2006, from www.7nationalgeographic/ngm/0603/feature2/ 

index.html 

 

Training for martial arts. (n.d.). Blackbelt online,1-7. Retrieved  

 

March 1, 2006, from www.blackbeltmag.com/roddies/  

 

training/ 

 

Young, B. (2005). The increase of diabetes in America. Juvenile  

 

 Diabetes Research Foundation International, 1-8.  

 

Retrieved February 3, 2006, from http://www.jdrf.org/ 

 

 

  

 

  

 

 

 
 

 

 

 

 

 

Group author: Business, 

Organization, Corporation, 

or Health or Government 

Agency 

 

 

 

 

 

Video, DVD, or CD 

 

 

 

Article in magazine 
• Spell out month for magazine 

articles 

 

 

Article in an online magazine 

• In APA, a URL address may be 

broken before a slash (insert a 

space, not “Enter,” to break the 

address) 

 

 

Online with no author or 
date 
 

 

 

Generic website 

• Give the author; date of 

publication; title of work within 

site (if there is one), followed by 

the title of site; page numbers; 

date of retrieval; exact 

electronic address (keep 

capitalization and punctuation 

exactly the same as found in the 

address), with no final period. 
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APA REFERENCES PAGE FORMAT: QUICK GUIDE 
 

Where to 

include 

The References page is a separate page that follows the text of the paper.  (You can insert a Page Break in 

Word by holding the CTRL (Control) key and pressing ENTER.) 

 

References 

page title 

Center the word References at top of page.  DO NOT underline it or put it in quotation marks. 

What to 

include 

List only works you have cited (quoted, summarized, paraphrased, or commented on) in the text of  

your paper, not everything you have read.  In-text citations must match those listed on the References page. 

 

 

Order of 

entries 

Alphabetize entries by last name of primary author.  If there is no author, alphabetize by last name of editor. 

If there is no author or editor, alphabetize by first word of article or book other than a, an, or the. 

If using two or more works by the same author, list work with earlier date first. 

 

Spacing after 

punctuation 

Use one space after all punctuation marks. 

 

Numbering DO NOT number entries. 

 

Indent rules Use hanging indent style: Indent the first line of an entry, but DO NOT indent any additional lines in entry. 

 

Line spacing Double-space throughout. 

 

 

 

Authorsô 

names 

List full last name of each author, followed by initials of first and middle names (each followed by a period and 

a space).  Separate the names with commas.  Use an ampersand (&) rather than the word ―and‖ before the final 

name.  Include each of the authors’ names in the order in which they appear on the work: 

Mills, J. F., & Holahan, R. H. 

 

Date of 

publication 

Place the date of publication (enclosed in parentheses) after the last author’s name, followed by a period.   

If there is no author, place date of publication in parentheses after the title of work.   

For journals, magazines, and newspapers, do not abbreviate the names of the months. 

 

Titles of books Italicize titles and subtitles of books.  CAPITALIZE ONLY the first word of the title and subtitle. 

 

Place of 

publication 

 

Put period after title of book, and then indicate city where source is published.  After the city, put a colon  

and a space before publisher’s name.  If city is not well known, put city and state abbreviation, separated by a 

comma. 

 

Publisher 

 

You may shorten publisher’s name as long as it is easily identifiable. 

Titles of 

articles 

 

DO NOT place titles of magazine or journal articles in quotation marks.  Capitalize only the first word of the 

title and subtitle (and all proper nouns) of article titles. 

 

Titles of 

periodicals; 

volume & issue 

numbers 

For magazines, journals, & newspapers, italicize the name of the publication.  Italicize the volume number, the 

commas, and space between them.  CAPITALIZE the titles of magazines, journals and newspapers. 

Put the issue number in parentheses, but do not italicize the issue number. 

 

Page numbers 

 

 

Give inclusive numbers for articles or sections of books.  Use the abbreviation p. for one page number or pp. 

before multiple page numbers for newspaper articles, works in anthologies, and encyclopedias.  DO NOT use 

p. or pp. before page numbers of articles appearing in magazines and journals. 

List all pages, with discontinuous numbers set off by commas: 32, 38-41. 
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DIRECTORY FOR REFERENCES PAGE EXAMPLES 
 

The directory is a numbered list corresponding to the examples that follow the directory.  Not every 

possible documentation model is here.  You may find that you have to combine features of models to 

document a particular source.  Selected entries are hyperlinked for your convenience. 

 

Books 
 

1 Book by One Author  

2 Book by Two Authors  

3 Book by Three or More Authors  

4 Two or More Books by the Same Author(s)  

5 Work in an Anthology, Edited Book, or Poetry Collection 

6 Book with No Author Named 

7      Book with an Author and an Editor 

8      Translation 

9        Work by Group Author: Business, Organization, Corporation or Government Agency 

10 Brochure   

11        Book in More Than One Volume  

12 Signed Article in Encyclopedia, Ref. Book or Dictionary 

13 Unsigned Article in Encyclopedia, Ref. Book or Dictionary 

14 Second or Later Edition 

15 Edited Book   

16 Introduction, Preface, Foreword, or Afterword  

17    Unpublished Dissertation or Essay 

18 Reprint of an Older Book 

19 Book in Series 

20     Published Proceedings of a Conference  

   

Articles  
 

21 Article from a Daily Newspaper  

22 Article from a Magazine 

23 Article from a Journal 

24 Unsigned Article  

25 Article that Skips Pages 

26 Article in a Monthly or Bimonthly Periodical 

27 Editorial, Letter to the Editor, Review    

28 Article from a Collection of Reprinted Articles  

29 Published and Unpublished Letters 

30 Map, Chart  

 

Nonprint Sources 
 

31         Interview (personal communication cited in paper) 

32 Lecture, Speech, Address 

33 Film, Videotape  

34 Recording  

35 Live Performance  

36 Work of Art or Musical Composition  

37 Radio or Television Program  
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Electronic Sources 
 

38 Computer Software 

39 Encyclopedia on CD-ROM 

 

Online Sources  
 

40 WWW Site—Generic 

41 WWW Site—Online Magazine/Journal Article 

42 Article from EBSCOhost or Gale Virtual Reference 

43 WWW Site—Online Newspaper Article 

44 Database Online Source 

45 WWW Site – Source w/ No Date 

46 WWW Site—Source w/ No Author 

47 WWW Site—Source w/ No Author or Date 

48  WWW Site—Online Abstract 

49 Message on an Electronic Mailing List or Newsgroup 

50 E-Mail Communication 

51 Section Within an Internet Document 

52 Document from University Website 
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REFERENCES PAGE EXAMPLES 
 

BOOKS 

 
1. BOOK BY ONE AUTHOR  

 
Hamilton, V. (1985).  The people could fly:  American black folktales. New York: Alfred A. Knopf. 

 
In detail: 

 
last name       initial    date            title italicized 
Hamilton, V. (1985).  The people could fly:  American black folktales. 
            comma     periods                                                                                             period 

 
                  publication city            publisher        

 New York: Alfred A. Knopf.  
                               colon                         final period 

 
You will find all the necessary information on the title page of the book and the copyright page.  Use 

the most recent copyright date.  Give the publisherôs name in a shortened but intelligible form, 

including words like Press, but omitting Co. or Inc.  Use the first city listed among multiple locations. 

 

 

2. BOOK BY TWO AUTHORS  

 
Greene, S. D., & Martel, M. L. (1998). Job hunterõs guidebook. Boston: Houghton Mifflin. 

 
3. BOOK BY THREE OR MORE AUTHORS 

 
Howard, M., Chaplin, C., Skeleton, R. B., & Howard, C. (1945). Comedy and humor: Scenes from the 

television shows. New York: Banana Press. 

Use all authorsô names in the order in which they appear in the book.  Reverse the order of all the 

names:  last name first, followed by initials.  Do not use ñet al.ò  Separate all names by commas, and 

use an ampersand (&) before the last name. 

 

 
4. TWO OR MORE BOOKS BY SAME AUTHOR(S) 
 

To distinguish between two or more works with different dates of publication: 

 

List work with earlier date first. 

 
Edwards, D. (2004). Sarcasm. New York: Penguin. 

Edwards, D. (2007). Humor. New York: Penguin. 
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To distinguish between two or more works published in the same year: 

 

Alphabetize by title and follow the date with a corresponding lowercase letter. 

 
Smith, A. (1967a).   Penguin watching:  A field guide to Arctic behavior. New York: Henry N. Abrams. 

Smith, A.  (1967b). A  whaling trip.  Northfield, Ohio: Penguin. 

 
5. WORK IN AN ANTHOLOGY, EDITED BOOK, OR POETRY COLLECTION 

 
Akira, A. (1999). Peaches. In A. Charters (Ed.), The story and its writer: An introduction to short fiction (pp. 

9-17). New York: Bedford/St. Martin. 

List the author, date of publication of the edited book, and the title of the work first. Use In to show the 

larger work from which the selection is taken. Follow this with the names of the editors of the book 

(not inverted), the title of the book, and the page numbers (preceded by pp.) of the chapter in 

parentheses.  End with the place of publication and the publisher.  If you cite more than one article in 

an edited work, include full bibliographical details in each entry. 

 

 

6. BOOK WITH NO AUTHOR NAMED  

 

Put the title first.  Ignore A, An, and The when alphabetizing. 
 

The confident student. (1993). Concord, NH: New Hampshire Press. 

 

7. BOOK WITH AN AUTHOR AND AN EDITOR  
 

Brontë, E. (1985). Wuthering heights (D. Daiches, Ed.). London: Penguin. 

 

8. TRANSLATION  

 

In parentheses after the title of the work, give the initials and last name of the translator, followed by a 

comma and ñTrans.ò 

 
Saltz, P. (1942). Termination of the oppressed (D. Levine, Trans.). London: Sesame Press. 
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9. WORK BY GROUP AUTHOR: BUSINESS, ORGANIZATION, CORPORATION, OR 

GOVERNMENT AGENCY 

 

Cite the full name of the corporate author first.  If the author is also the publisher, use the word 

Author as the name of the publisher. 

 
The Boston Women’s Clinic. (2004). Our bodies, our responsibility. New York: Penguin. 
 
American Psychological Association. (1994). Publication manual of the American Psychological Association 

(4th ed.). Washington, DC: Author. 

Use the complete name of a government agency as author when no specific person is named. 

 
United States Congressional House Committee on the Judiciary.  (1980). Immigration and amnesty (7th 

ed.). Washington, DC: U.S. Government Printing Office. 

 
10. BROCHURE 

 
Research on Aging. (2007). Guidelines for reporting and writing about  residents of nursing homes (4th ed.) 

[Brochure]. Lawrence, KS: Author. 

Reference brochures in the same way as those for works by group authors (see ex. 9 above).  In 

brackets, identify the publication as a brochure. 

 

 
11. BOOK IN MORE THAN ONE VOLUME  

  
Lindsay, J. H., Jr. (2005).  Publishing and teaching.  (Vols. 1-2).  Boston: 

 Harvard Press. 

 

 
12. SIGNED ARTICLE IN AN ENCYCLOPEDIA, REFERENCE BOOK, OR DICTIONARY 

 
Huston, D. (2006). Softball.  In The new encyclopaedia Britannica (Vol. 26, pp. 111-114). Chicago: 

Encyclopedia Britannica. 

Use In before the title of the larger work from which the selection is taken.  Give inclusive page 

numbers of the article or chapter in parentheses after the title.  If additional information is necessary 

for retrieval (e.g., edition or volume number), this information precedes the page numbers within the 

parentheses and is followed by a comma. 
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13. UNSIGNED ARTICLE IN AN ENCYCLOPEDIA, REFERENCE BOOK, OR DICTIONARY 

 

For a well-known reference book with unsigned alphabetical entries, give the year of publication. Add 

edition number (if available) after the title.  When articles are arranged alphabetically in an 

encyclopedia, omit page numbers. 

 
Marmots. (2001). In Encyclopaedia Britannica (Vol. 11, p. 211). Chicago: Encyclopedia Britannica. 

 
14. SECOND OR LATER EDITION  

 

When a book is not the first edition, the edition number appears on the title page.  Place this 

information after the title and in parentheses.  Use the year of the edition you are citing. 

 
Murphy, M. J. (2006). Tee time (4th ed.). New York: Prentice Hall. 

 
15. EDITED BOOK  

 
Worley, D. A., & Perry, Jr., J. (Eds.). (1998). Aztlan: African-American literature: An anthology.  Lincoln 

Wood, IL: NTC Publisher. 

 
16. INTRODUCTION, PREFACE, FOREWORD, OR AFTERWORD  

 

If you are citing an introduction, preface, foreword, or afterword, give its authorôs name first.  After 

the year, give the name of the part cited.  If the writer of the material you are citing is not the author of 

the book, use the word In and the authorôs name before the title of the book. 

 
Cushing, C. (2000). Introduction. In C. Annal, Building stereos. Boston: Houghton Mifflin. 

 
17. UNPUBLISHED DISSERTATION OR ESSAY  

 
Stuart, G. A. (2006). Exploring the Harry Potter book series: A study of adolescent reading 

motivation. Unpublished doctoral dissertation, Utah State University. 

 
18. REPRINT OF AN OLDER BOOK  

 

Republishing information appears on the copyright page. 

 
Hurston, Z. N. (1978). Their eyes were watching God. Urbana: University of Illinois Press. (Original 

work published 1937) 



30 

 

 
19. BOOK IN A SERIES  

 

Give the title of the book, but not of the whole series. 

 
Boynton, R. W., & Mack, M. (1972). Introduction to the short story. Rochelle Park, NJ: Hayden Book 

Company. 

 
20. PUBLISHED PROCEEDINGS OF A CONFERENCE  

 
Butterfield, H., & Barrett, N. (Eds.). (1981). Proceedings of TYCA 2006: National Education 

Communication Conference. Chicago: Wang Computing Center, University of Chicago. 

 

PERIODICALS 

 
21. ARTICLE FROM A DAILY NEWSPAPER 
 

Ferree, E. (2005, January 11). Beyond graduation. The Wall Street Journal, p. C8.  

 Include the year, month, and day of the newspaper in parentheses.  For a monthly newspaper, 

include year and month. 

 For the title of the article, capitalize first word, first word of subtitle, and proper nouns. 

 Do not put article title in quotation marks and do not italicize. 

 For the name of the newspaper, capitalize the first letter of each word.  Italicize the name of the 

newspaper. 

 Put p. or pp. before the page number(s).  Give the section letter before the page, where applicable.   

 

 
22. ARTICLE FROM A MAGAZINE 

 
Dolan, T. (2004, August 11). Traveling to Shakespeare festivals. Time, 150, 48. 

 Include year, month and day of publication in parentheses.  For monthly or bimonthly magazine, 

include year and month(s). 

 For the title of the article, capitalize first word, first word of subtitle, and proper nouns. 

 Do not put article title in quotation marks and do not italicize. 

 For the title of the magazine, capitalize the first letter of each key word.   

 Italicize the title of the magazine and volume number, if there is one. 

 Do not  put p. or pp. before the page number(s). 
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23. ARTICLE FROM A JOURNAL  

 
Schilling, G. (2006). Dancing and living longer: History of line dancing. Journal of Dance, 7 (2), 91-98. 

 Put the year of publication in parentheses. 

 For the title of the article, capitalize first word, first word of subtitle, and proper nouns. 

 Do not put article title in quotation marks and do not italicize. 

 For the name of the journal, capitalize the first letter of each key word.   

 Italicize the title of the journal and the volume number.  Put issue number in parenthesis after 

volume number and do not  italicize issue number. 

 Do not  put p. or pp. before the page number(s). 

 

 
24. UNSIGNED ARTICLE  

 

Alphabetize article by the first significant word of the article's title.  Put date in parentheses after title 

of article. 

 

Colleges, competing for talented students, turn to advertising. (1994, April 1). Boston Globe, p. 47. 

 

25. ARTICLE THAT SKIPS PAGES 

 

Use a comma instead of a hyphen between page numbers. 

 

Duck, E. (1980, January 11). Pets ease the process of dying. The New York Times, pp. B13, B19. 

 

26. ARTICLE IN A MONTHLY OR BIMONTHLY PERIODICAL  

 

Kennedy, J. (1989, February). Lost tribes of the lower Amazon. Natural Science, 74-83. 

Jianokoplos, N. A. (2003, January/February). Fears of teenagers: How can they be controlled? 

Psychology Today, 28 (1), 54-68. 

 

27. EDITORIAL, LETTER TO THE EDITOR, REVIEW  

 

Democracy after invading Iraq. (2006, June 1). [Editorial]. New York Times, p. A16. 

Hasting, P. (2005, May 9). [Letter to the editor]. Sports Illustrated, 10. 

Partin, J. (2006). Dangers of flying. [Review of the book In the tracks of pilots]. History Workshop, 133-

137. 
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28. ARTICLE FROM A COLLECTION OF REPRINTED ARTICLES  

 

When citing an article in a collection of reprinted articles, you do not have to cite the original source of 

publication.  Cite only the reprinted publication. 
 

Mills, T. (2005). Lighting in the 19th century. In Social issues resources series: Energy (Vol. 6, Article 56). 

Atlanta, GA: Social Issues Resources. 

 

29. PUBLISHED AND UNPUBLISHED LETTERS  

 

O’Neil, T. (1994). Letter to her director. In K. Hawkings (Ed.), Between ourselves: Letters in the film 

world. (pp. 323-326). Boston: Houghton Mifflin. 

In the APA system, unpublished letters are considered personal communication inaccessible to general 

readers, so they do not appear in References.  They are cited as personal communications (see In-Text 

Citations, ex. 18). 
 

 

30. MAP, CHART  

 

The South Pacific Islands [Map]. (1992). Falls Church, VA: British Traveling Association. 

 

NONPRINT SOURCES 
 

31. INTERVIEW  

 

In APA style, an interview you conduct is considered personal correspondence and is not included in 

References because it does not provide recoverable data.  Cite the interview in the text with a 

parenthetical notation that it is a personal communication (see In-Text Citations, ex. 20). 

 

 

32. LECTURE, SPEECH, ADDRESS  

  

Johnson, L. (1965, September 12). Address to the Greater Texas Association, Houston, TX. 
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33. FILM, VIDEOTAPE, OR DVD 

  

Wells, H. G. (Writer), & Fox, L. (Director). (1926). The thin man. [Motion Picture]. New York: 

Miramax. 

Madden, J. (Director), Parfitt, D., Gigliotti, D., Weinstein, H., Zwick, E., & Norman, M. 

(Producers). (2003). Shakespeare in love [DVD]. (Original motion picture released 1998). 

The medium is stated in brackets after the title. 

 

 

34. RECORDING  

  

Smetana, B. (1975). My country. [Recorded by the Czech Philharmonic Orchestra with K. Anserl 

conducting]. [Record]. London: Vanguard Records. 

Radiohead. (2007). Jigsaw falling into place. On Rainbows [MP3]. Radiohead. 

The medium is stated in brackets after the title.   

 

 

35. LIVE PERFORMANCE  

  

Shakespeare, W. (Author), & Hudson, M. (Director). (2003, June 3).  The real thing [Theatrical 

performance]. The Globe Revival Company, London, England. 

The medium is stated in brackets after the title.   

 

 

36. WORK OF ART OR MUSICAL COMPOSITION 

  

Murphy, D. (2007). Glass dragon [Artwork]. Boston: Museum of Fine Arts. 

Gula, J. S. (2006). Shifting twilight  [Musical composition]. 

The medium is stated in brackets after the title.   
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37. RADIO OR TELEVISION PROGRAM  

  

Worthington, N. (Writer and Director), & Morrison, M. (Producer). (1968, April 7). Classmates 

[Television broadcast]. Boston: WGBH, PBS American Playhouse. 

Rubio, L. (Moderator). (1984). A Hawaiian vacation. [Radio program]. New Hampshire: WEVO. 

The medium is stated in brackets after the title.   

 

 

ELECTRONIC SOURCES 
 

Treat electronic and Internet sources the same way you do books and periodicals in regards to the 

following information: 

 

 Author 

 Date of work in parentheses 

 Title of work 

 Publication information 

 Page numbers* 

 

*Official APA format for Internet sources includes referencing paragraphs instead of page numbers.  

However, the NHTI English Department recommends printing out the article and using the resulting page 

numbers.  If the original print source pages are noted, it is acceptable to use them.  Otherwise, you may 

refer to sections/subheadings in an online work. 

 

In addition, electronic and Internet sources should include the following: 

 

 Retrieval date 

 The exact electronic address (the URL) 

 Description of database or information source 

 

 

38. COMPUTER SOFTWARE  

 

Identify the source as computer software immediately after the title, with no intervening period.  Do not 

underline titles of software programs.  Give a version number after the software title if necessary for 

identification and retrieval. 

 

Francis, R. (2001). Competing in show jumping [Computer software]. Northbrook, IL: Mindscape. 

 

39. ENCYCLOPEDIA ON CD-ROM 
 

Extreme sports. (2007). In Illustrated Encyclopedia [CD-ROM]. 
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ONLINE SOURCES 
 

Important!  Although the Internet can be a great resource, you should be careful to make sure that the 

information you find there is credible: Remember, anyone can put anything on the Internet.  Inappropriate 

sources include other students’ research papers and amateurs' personal home pages. 

 

As with any source, readers should check for 
 

 its accuracy 

 the author’s authority 

 the author’s objectivity 

 the currency of the work 

 how comprehensively the author deals with the subject matter 

 

To locate the original site and/or author, it is necessary to go to the home page; sometimes there is a live 

link, and sometimes you need to go to a smaller part of the web address, usually the first or second 

portion after the "http://".  It can be useful to do a web search on the author to establish his/her expertise 

and credibility (e.g., What else has he/she published?  In what publications?) 

 

[This is where 31e—pp. 190-191—would logically fit.  Can we do this?  If the pages are inserted 

manually and are printed as they are in the original Troyka/Hesse handbook, then pp. 190-191 would 

include the Quick Reference 30.1, which we don’t want, as well as p. 192, which we also don’t want.  If 

we could insert just the box 30.2 from p. 192, directly after this introduction to Online Sources, this is 

best.  If not . . . maybe we’ll have to reproduce that information on our own, eh?] 

 

40. WWW SITE—GENERIC 
 

Give the author; date of publication; title of work within site (if there is one), followed by title of site; 

page numbers; date of retrieval; the exact electronic address (keep capitalization and punctuation 

exactly the same as found in the address), with no final period.  NOTE: If a URL must be divided on 

two or more lines, only break the address before slashes or punctuation marks (except within http://).  

Create the break by adding a space at the chosen break point. 
 

Henson, L. W. (2003). How our laws are broken. Criminal Justice Review, 1-15. Retrieved May 27, 

2004, from http://thomas.loc.gov/home/lawsmade.toc.html 

Samson, H. (1997). Criminal Justice Review, 1-15. Retrieved May 27, 2004, from 

http://thomas.loc.gov/home/lawsmade.toc.html 
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41. WWW SITE—ONLINE MAGAZINE/JOURNAL ARTICLE 
 

Italicize the title of the magazine and volume number (if there is one).  Do not put p. or pp. before the 

page number(s). 
 

Carley, D. A., & Richards, L. (2002). Reflections on determining authorship credit and authorship 

order on faculty-student collaborations. French Linguistic, 48, 1-7. Retrieved July 17, 2003, 

from http://www.apa.org/journals/amp/kurdek.html  

 

42. ARTICLE FROM EBSCOHOST OR GALE VIRTUAL REFERENCE 

 

Italicize the name of the journal and the volume number.  Put issue number in parenthesis after 

volume number and do not italicize issue number.  Do not put p. or pp. before the page number(s). 

 

Morrison, C., Netting, J., & Kirsch, S. K. (1999, February). Kayak in a sack.  Popular Science, 254 (2), 

2, 12. Retrieved June 2, 1999, from Academic Search Elite database. 

Clyde, M. (1995). Adoption is an act of compassion. In D. Bender, B. Leone, & A. Harnack (Eds.), 

Adoption: Opposing viewpoints, 1-4. San Diego: Greenhaven. Retrieved August 30, 2004, from 

Gale Virtual Reference. 

 

43. WWW SITE—NEWSPAPER ARTICLE 
 

Ambra, E. (2007, January 17). Film watching. The New York Times, pp. 1-2. Retrieved May 5, 2007, 

from http://search.nytimes.com/search/daily/bin/fastweb 

 

44. DATABASE ONLINE SOURCE 
 

Walsh, W. (2001). Role of psychologists in treating veterans. Journal of Applied Psychology, 87, 1-13. 

Retrieved November 4, 2002, from PsycARTICLES database. 
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45. WWW SITE – SOURCE WITH NO DATE 

 

When no date is given for an online article or web page, put ―n.d.‖ in parentheses immediately after 

author.  

Gajdos, A. (n.d.). The beginnerõs guide to martial arts. Blackbelt Online, 1-11. Retrieved 

November 17, 2006, from www.blackbeltmag.com/rookies/beginnerguide/ 

 

46. WWW SITE – SOURCE WITH NO AUTHOR 

 

If there is no author, put title of work within site first. 

 

The beginner’s guide to martial arts. (2006, August 8). Blackbelt Online, 1-11. Retrieved November 17, 

2006, from www.blackbeltmag.com/rookies/beginnerguide/ 

 

47. WWW SITE – SOURCE WITH NO AUTHOR AND NO DATE 

 

Put the title first, followed by n.d. in parentheses.  NOTE: Internet articles that provide neither author 

nor date should be used with prudence for obvious reasons. 

 

The beginner’s guide to martial arts. (n.d.). Blackbelt Online, 1-11. Retrieved November 17, 2006, 

from www.blackbeltmag.com/rookies/beginnerguide/ 

 

48. WWW SITE—ONLINE ABSTRACT 
 

Note: Abstracts are not usually considered to be credible sources.  They are summaries of articles and 

should be used by researchers mainly to determine whether or not they want to read the entire article 

for their research. 

 

Morgan, D., & Frohring, P. (2005). Assessing students’ plans for graduate school. Journal of Counseling 

Psychology, 44, 1-5. Abstract retrieved May 5, 2006, from http://search.nytimes.com/search 

/daily/bin/fastweb 
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49. MESSAGE ON AN ELECTRONIC MAILING LIST OR NEWSGROUP 
 

Lowering, J. (2004, October 18). Mixed signals from the president [Msg 1]. Message posted to 

news://sci.psychology.consciousness 

 

50. E-MAIL COMMUNICATION 
 

E-mail, chat groups, discussion groups, and messages from electronic bulletin boards are cited as personal 

communication within your paper (see In-Text Citations, ex. 18). 

 

 

51. SECTION WITHIN AN INTERNET DOCUMENT  
 

You may encounter situations in which a researcher must follow a link in order to gain information 

that is part of an original site.  Note use of "In" to indicate original site title. 

 

Deering Foundation. (2004, July 7). Obstacles to solar power. In Losing ground bit by bit: Energy, 1-15. 

Retrieved August 18, 2002, from http://www.benton.org/Library/Low-Income/two.html 

 

52. DOCUMENT FROM UNIVERSITY WEBSITE 
 

Kong, B., Cox, R., Hughes, F., & Wierdsma, J. (2006). Technology and the wine industry: New wine in new 

bottles. Retrieved August 24, 2007, from Columbia University, Institute for Learning 

Technologies Website: http://www.ilt.columbia.edu/publications/papers/newwine1.html 
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Sample Research Paper 

 

 

 

 
Note: A research paper is an opportunity for scholars to explore a topic that interests them, connects to their career, 

or has been assigned to them.  The reasons to write research papers, and the forms that they can take, are infinite.  In 

the following paper, the author chose to integrate personal experience with information gathered from outside 

sources.  This method will not fit all research paper assignments.  Be sure that you understand your instructor’s 

expectations. 
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Outline 

 

Thesis Sentence:  Amyotrophic Lateral Sclerosis, also known as Lou Grehig’s disease, is not an 

easy one to cope with; it is a devastating terminal illness, which eventually leads to paralysis and 

then death. 

 

I. Introduction 

A. Amyotropohic Lateral Sclerosis (ALS) – definition 

B. Terminal Illness 

 

II. Family exposure to disease before father’s diagnosis 

A. Three Community Members With ALS 

B. Care-giving Complexities 

 

III. Subhash Kapur (father) – ALS Death Sentence 

 

IV. ALS – Gender and Statistics 

A. More Males than Females 

B. Frequency Diagnosed in United States 

C. Genetic Susceptability 

 

V. Symptoms of ALS – Early Stage 

A. Tiredness 

B. Clumsiness and Difficulty Walking 

C. Weakness 

D. Slurring Words 

E. Cramps 

 

VI. Symptoms of ALS – Second Stage 

A. Exhaustion 

B. Weight Loss 

C. Muscle Atrophy 

D. Swallowing Difficulties 

 

VII. Symptoms of ALS – Final Stage 

A. Paralysis 

B. Lack of Gagging Relex and Choking 

C. Breathing Complications 

 

VIII. Complexities of Diagnosing ALS 

A. Urine and Blood Tests 

B. Electromyography 

C. Nerve Conduction Velocity Test 

D. Magnetic Resonance 

 

IX. Subhash Kapur’s Emotional Response to ALS 
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A. Depression 

B. Isolation 

 

X. Treatment and Support for Patients and Families 

A. Drugs 

i. Riluzole 

ii. Natural Treatment 

B. Support for Patient by Health Professionals 

i. Counseling for depression 

ii. Physical Therapy 

iii. Speech Therapy 

iv. Occupational Therapy 

C. Support for Family 

i. Social Workers 

ii. Home Care Nurses 

 

XI. ALS Research and Controversies 

A. Discover Cause 

B. Understand Mechanics of Disease 

C. Establish Treatment 

D. Debate of Stem Cell Research 

 

XII. Conclusion 

A. Terrible Trial of Waiting for Certain Death 

B. Ability to Connect With Others With Physical Incapacities 

C. Wife’s Grieving 

D. Decision to Unplug Life Support System 
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ALS: Robbery of Life 

 Amyotrophic Lateral Sclerosis, a disease commonly referred to as ALS, is one that 

intrigues me because my dad, Subhash Kapur, had ALS.  During the last one and a half years of 

his life, my father suffered relentless consequences because of this disease. 

 ALS is just one of many motor neuron diseases that have cruel costs attributed to them. 

R. Robinson (1999) explains in The Gale Encyclopedia of Medicine,  

ALS is a disease of the motor neurons, those nerve cells reaching from the brain to the 

spinal cord (upper motor neurons) and the spinal cord to the peripheral nerves (lower 

motor neurons) that control muscle movement.  In ALS, for unknown reasons, these 

neurons die, leading to a progressive loss of the ability to move virtually any of the 

muscles in the body. (p. 139)  

Amyotrophic Lateral Sclerosis, also known as Lou Grehig’s disease, is not an easy one to cope 

with; it is a devastating terminal illness, which eventually leads to paralysis and then death.  

There are no tests to diagnose ALS, only tests to rule out the disease, or rule in favor of the 

characteristics of the disease.  In a short period of time, ALS progresses to a point where death is 

fast coming. 

 My family had been exposed to this disease before my dad was diagnosed.  I grew up in a 

small town in Canada where three people in my community had ALS in the late eighties.  By the 

time my dad was diagnosed with ALS in April 1999, only one of the three was still living.  Paul 

Beland is still alive today.  His wealthy family has built a house for him and equipped it with all 

that an ALS patient requires.  When Paul moved to my town, he was already in the later stages of 

ALS.  Paul was already in a wheelchair and had a mechanical ventilator attached to his throat, 

which helps him breathe.  Because he is unable to do anything, he has around-the-clock 

caregivers aiding his every need.  From town gossip we heard he went through caregivers 

constantly because he was hard to take care of and difficult to get along with.  My family and I 

feel badly for him because living with ALS is not an easy life.  We also feel bad for the 

caregivers because his impossible behavior is not their fault; it is just an impossible situation 

with no winners at the end. 

 My dad was a traditional East Indian man.  He was the first in the family to migrate to 

Canada in the early 1970's.  As a result, he helped his two brothers, two brothers-in-law, and 
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both his parents and in-laws come to Canada.  He was a very proud man.  The day he found out 

that he had ALS, his whole life stopped.  The light literally turned off in his eyes.  I remember 

him saying when he walked out of the doctor's office that he did not understand how life for 

everyone kept going because he felt like his life was over. 

 Finding out that dad had this disease affected all of us in the family.  We thought back to 

Paul Beland and could not imagine our dad in that state.  When dad found out that he had ALS, 

one suggestion was that he should go for counseling in order to comprehend the emotional roller 

coaster to which he would be subjected.  The knowledge is overwhelming, but my dad had a 

clear picture of what lay ahead.  Before being diagnosed in April of 1999, he was so full of life.  

His whole demeanor and personality changed drastically in a matter of a year. 

 On its 2001 website, the National Institute of Neurological Disorders and Stroke 

(NINDS), which is part of the National Institute of Health, concedes that ALS is more common 

in men than in women. In the United States, approximately 5000 people are diagnosed every 

year.  In 90% to 95% of the cases, as with my father, it is unknown how a person gets the 

disease.  For those diagnosed, ―Life expectancy averages two to five years after diagnosis‖ 

(―Amyotrophic Lateral Sclerosis,‖ n.d.).  In 5% to 10%, ALS is inherited from one parent 

carrying a gene that does not have all its normal properties (NINDS, 2001).  This leads to a 

change in the structure of the enzyme identified as superoxide dismutase (SOD).  SOD is an 

antioxidant that protects motor neurons from free radical damage.  A free radical is an atom that 

is a loose cannon and can change the structure of a number of things, one of those being the 

SOD.  When SOD loses its antioxidant properties, this may cause the neurons to die. 

The symptoms for ALS vary for each case, and that is why it is so hard to diagnose 

(NINDS, 2001).  ALS's effect on an individual varies from person to person.  Usually the first 

sign of ALS is when people become tired often and feel like their arms and legs are getting 

weak.  People with ALS may notice that their hands are clumsy when buttoning a shirt or find it 

hard to grasp utensils.  The muscles feel weak, start cramping, and feel stiff, as the motor 

neurons in the brain start losing their strength and, as a result, become weak.  Some patients may 

have difficulty walking without tripping.  Their speech is affected in the beginning because they 

have little control of their tongue muscle, so they slur their words. 

My dad complained of cramps for a number of years, and then during the last three years 

of his life, he complained more often.  He did not worry about the cramps; he thought his body 
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was tired.  Dad also slurred his words, which was evident in May 1999, when my husband and I 

were visiting my family in Canada.  During my conversations with dad, I could sense him 

struggling to say a word.  I thought it was odd, and maybe I was just hearing him wrong.  Those 

were our first signs of his ALS, but we did not know it then. 

 As the disease progresses, the symptoms become apparent, and this is about the time a 

person would start questioning his health.  "Why am I so tired?‖  Twitching in the muscles 

becomes noticeable, which is known as fasciculations (NINDS, 2001).  I noticed these 

fasciculations when I gave my dad massages to help with the cramps.  His skin was always 

tingling.  A patient starts losing weight because the muscles are experiencing atrophy, which 

means the wasting away of muscle, so their legs and arms become thin.  My dad lost 

considerable weight; the sockets between his fingers looked hollow.  I could see the outline of 

his bones on his back.  Before becoming diagnosed, he had been healthy and had a little stomach.  

Soon he started having problems swallowing his food.  He would gag because his throat muscles 

were becoming weak. 

In the last phase of the disease patients are paralyzed in a wheelchair and depend on the 

support around them.  New motor neurons are not being produced, and the existing ones are dead 

(NINDS, 2001).  A gastrostomy tube, also called a G-tube, is inserted into the stomach because 

ALS patients do not have the reflex to spit out food they gag on.  The G-tube is usually strongly 

recommended by the patient's doctor because if food gets lodged in the throat, an ALS patient 

could die from choking (Robinson, 1999).  My father had a G-tube, and it is a simple surgery.  

This tube, which protrudes out of the stomach, allows food to be fed through the tube using a 

syringe. 

 In addition, the respiratory muscles weaken, and independent breathing becomes 

difficult, so a tracheotomy is done (NINDS, 2001).  This surgery permanently installs a trachea 

tube in one's windpipe.  This inflates and deflates the lungs, which assists in helping one breathe.  

When patients are first diagnosed with ALS, their physician will ask them whether they want 

their life to be sustained when the going gets tough and they need assisted breathing.  Some 

patients choose not to have this done because they do not want to live a life with artificial 

respiration.  They would rather die of natural causes. 

 Since there are so many diseases that are similar to ALS, like Parkinson's disease or other 

motor neuron diseases, several tests are done to diagnose these motor neuron diseases.  Tests are 
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done at least once a month, to either rule out ALS or to measure activity, or in some cases to see 

progressions or regressions of findings.  The year before my father was diagnosed, he went to his 

doctor and then eventually three different specialists every month, always doing the same tests. 

Some of the basic tests done are a urine sample and a blood test.  Another test done is 

called the electromyography, also known as EMG.  This records the brain's activity to see if the 

brain is functioning normally (NINDS, 2001). This test is done several times to record brain 

activity, to see if the brain is becoming less active.  A nerve conduction velocity test, also known 

as NCV, tests the nerves to see if anything abnormal is happening to rule out ALS.  Another test 

is magnetic resonance imaging, known as MRI, which gives detailed images of the brain and 

spinal cord to rule out any spinal injuries that may be causing paralysis.  There are many more 

tests done, but these are the first that are usually lined up. Because ALS mimics other 

neurological diseases, physicians are eager to make sure the diagnosis is correct.  Therefore, 

patients will have three or four physicians all specializing in their own area of medicine.  My 

father had about four doctors who helped diagnose his disease. 

 This was a tough time for my dad.  When he was first diagnosed, he was alone at the 

appointment.  When my father came back from the city on that trip, there were noticeable signs 

that something was wrong.  He cried in front of my mom but would not tell her anything.  He 

cried when my mom was not around him, but there would be tell-tale signs on his face.  He spent 

much of his time inside closed doors away from the family.  When he went back for his second 

diagnosis with a different doctor, which happened to be his next trip to the city, my mother went 

with him.  Even though he kept urging her not to go, she knew the change in him was due to the 

previous doctor's visit.  The doctor confirmed my dad's first diagnosis, and for my mom it was 

the first she heard of it.  Needless to say, they were both visibly upset. 

 After being diagnosed with ALS, the patient is educated in ways to modify life and to 

better equip himself to live with this disease.  The treatments for ALS are several different 

therapies, as well as support groups and drugs to help with the cramps or other pains.  The 

patient does have options on what therapies he would like to do and not do.  Although all these 

things are in place, nothing alters this disease's course and nothing slows it down (Robinson, 

1999). 

 The drug Riluzole is often prescribed.  This drug affects the excitatory ammo acids, 

which in turn affect the amount of glutamate acid produced (―Riluzole,‖ 1999).  One theory is 
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that when some ALS patients are diagnosed, there is a rise in their glutamate acid (NINDS, 

2001).  If a neuron is exposed to excessive amounts of glutamate for a long period of time, it can 

kill the neuron.  Riluzole is believed to slow down the progression of ALS:   

Rilutek is the first, and only, drug approved worldwide for the treatment of ALS since this fatal, 

neurodegenerative disease was first described more than 130 years ago. "Rilutek demonstrates 

efficacy in the early treatment of ALS as it seems to slow progression of the disease," said Dr. 

Angela Genge, Neurologist, Director of the ALS Clinic, Montreal Neurological Institute. "It is a 

critical first step and important therapeutic gain in ALS treatment. Rilutek is the first drug to 

offer hope for additional advances for the almost 3,000 Canadians affected by the disease." 

(―Rilutek (Riluzole) Available,‖ 2000, p. 1) 

There are other natural medications that a patient may take to help with cramps and pains.  The 

physicians do not suggest natural medications nor do they dispute natural medications.  There is 

no stopping ALS, so physicians are mostly in the opinion of, "take whatever gives you peace of 

mind" (Robinson, 1999, p. 139). 

 The main treatment for ALS patients is the support given by a number of different health 

professionals.  This disease, once diagnosed, can have a negative effect on a person's outlook on 

life, as it did my father.  A patient is given the chance to have counseling for depression and any 

other related problems caused by finding out about this terminal illness.  My dad went to 

counseling, but it was too emotional for him.  If the counselor asked him anything, he would just 

break down and cry.  Then as the disease progressed, it was hard for him to communicate 

because he could not talk; his tongue muscles had died. 

 Physical therapy also helps with the cramping and the pain (NINDS, 2001).  Physical 

therapy helps maintain the movement of muscles.  If the muscles stay in one position for a long 

period of time, then they will remain stiff.  During the first phases of ALS, light aerobics or 

outdoor exercises can help strengthen muscles that are not yet affected.  When a person is 

confined to a wheelchair, it is essential to keep movement in the body.  When he was too weak to 

do his own exercises, my father had a physical therapist.  She would do a half hour routine with 

him.  Sometimes she would give him exercises to do on his own when she was not there, like 

move his arm up and down and behind his head to keep the flexibility in his joints.  I remember 

watching him and even helping him.  After about three times, it would tire him so much that he 

could not continue.  After awhile he just became disinterested and only did them with much 
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urging from the family.  However, when the therapist was there for her scheduled visit, he was 

on his best behavior and would show off his efforts.  During these times, I saw a little bit of my 

old dad. 

 A speech therapist is also important.  This is a person who helps an ALS patient who has 

trouble speaking (NINDS, 2001).  In the beginning, a speech therapist may help the patient speak 

clearly and loudly.  ―As ALS progresses, speech therapists can help patients develop ways for 

responding to yes-or-no questions with their eyes or by other nonverbal means‖ (p. 5).  When the 

patient loses his ability to speak, the therapist will recommend devices that aid in 

communicating.  My father had a computer that could communicate for him.  He just had to type 

in the words, and it would speak the words out loud.  However, he thought of the computer as 

more of a novelty and preferred to communicate with hand gestures.  The problem was he used 

the same hand gestures for everything. 

 Another assistant is an occupational therapist who teaches certain movements that help 

with coordination (Robinson, 1999).  A nutritionist gives advice on what foods an ALS 

patient should eat since they have trouble swallowing.  Patients may have to stick to foods 

that are mushy or non-sticky so they can be swallowed easily.  My mother mashed 

everything for my dad; his food looked like soup.  She would also water it down to a thin 

consistency.  Eventually when patients go on a liquid diet and are fed through the G-tube, 

they will recommend protein drinks. 

 There is another team of workers that help patients and their families; this team includes 

social workers and home care and hospice nurses (NINDS, 2001).  A social worker has many 

roles, such as being a caseworker for the family.  Social workers make sure that everything is 

running smoothly.  They find agencies that help with ALS-related finances.  They also find 

organizations that have equipment such as hospital beds and wheelchairs that cost little or 

nothing to the patient.  Social workers also aid in helping to find out about home care or hospice 

nurses who help in taking care of the ALS patient. 

Home care nurses teach family members a number of things, one of which is how to feed 

a patient who has a G-tube (NINDS, 2001).  They teach the family and the patient how the by-

pap machine works, which aids that patient in breathing.  They show the best way to give the 

patient a bath.  They take care of the ALS patient for the family several times a week, while 

family members run any errands they need to do.  My father hated having his personal hygiene 
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done by a home care nurse.  He would often wait for my mom to come home before he did 

anything. 

The main goal for ALS research is to find the cause, understand the mechanics of the disease, 

and to come up with a treatment.  According to Dr. Aman Shah (1999), from WebMD 

medical news, "stem cells have the potential to replace any kind of diseased cell in the body" 

(p. 1). The research on this is moving at a slow pace because the big debate about stem cells 

is that they come from an embryo.  To the pro-life organizations this means that taking stem 

cells from a living embryo kills it in the process.  The pro-choice organizations feel that 

aborted embryos are likely to be discarded by abortion clinics, so why not use them to save a 

person's life?  Although research is being done, the government imposes limits on how many 

embryos can be used. 

 What is most distressing to me about ALS is that the mind is not affected, so when a 

person cannot speak, move, or do anything, it is just a waiting game.  My dad was able to think 

as clearly as before.  Most of his senses were still intact.  He could smell, hear, see and taste.  I 

know he was a frustrated man.  He lived in a body that was dying on him, and he was fully aware 

of that.  The anniversary of my dad's death was December 9, 2001.  In spite of researching this 

disease, it is still frustrating not knowing how and why he got this disease. 

Living with my father's ALS has impacted my thoughts towards others who have physical 

limitations.  When I see people physically incapacitated, my heart goes out to them.  I can 

sympathize in a way that I never thought possible.  I don't look away out of embarrassment 

or pity; I look straight on with intent and concern.  There seems to be a sixth-sense 

connection, and I can read their thoughts of suffering and misery. 

 Ten months after my father's death, my mother is still grieving and believes that, "This is 

a devastating disease!  It's hard because I want to be selfish and still have him here with me, but, 

on the other hand, it broke your dad's spirit inside of him.  He was never the same once he found 

out that he had ALS" (U. Kapur, personal communication, September 2001). I only pray that if 

someone is faced with a decision on the fate of their loved one, after all heroic medical attempts 

have been made, they emotionally let go for the sake of easing the burden and suffering of their 

loved one.  I did, when my family and I watched as a nurse unplugged my father's life support 

system.  It was the longest forty-six minutes of my life. 
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