Lecture 1 EC831  Undergraduate Economics Project

Professor Sheri Markose 
Lecture 1 will discuss the course outline; excerpts from the UG Economics Handbook (below)
17.Final Year Projects (EC831)
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· Attend all lectures and pc-lab sessions given in support of EC831
· CMR
- check the course material on the CMR for all lectures and  lab-sessions

http://courses.essex.ac.uk/ec/default.aspx
 XE "Final Year Project:Amending your title" Amending your Title
Changes of titles are permitted with the permission from the Director of Undergraduate Projects,

Prof. Sheri Markose, to whom requests should be made in writing.

Significant changes should not normally be made after the end of the Autumn Term.

Changes of title that clarify the topic of research are permitted with the written approval of

Prof. Sheri Markose, email: scher@essex.ac.uk.

 XE "Final Year Project:Project supervision" Project supervision
You will be allocated to a supervisor according to the topic of your project.  

Supervision can only be received by your designated supervisor.

It is important that you contact your supervisor no later than the second week of the Autumn Term (by 21 October) and again no later than the second week of the Spring Term (by 27 January 2012).

You should expect to see your supervisor for up to four hours spread throughout the Autumn and Spring Terms.  

All project supervision should be completed no later than the last day of the Spring Term  -23 March 2012.   No further supervision is available during the Easter holidays.
 XE "Final Year Project:Academic progress" Academic progress
You are expected to take the initiative to contact your supervisor!

By Friday, 25 November 2011 – show a plan and first draft of literature review to your supervisor

By Friday, 2 March 2012 – show a first draft of your dissertation to your supervisor, demonstrating a substantial part of the project has been completed.   
· Changing your supervisor 
Only in very rare circumstances and only after consultation and with the explicit approval from the Director of Projects is this permissible.  

· Supervision ceases…
…At the End of the Spring Term – Friday, 23 March 2012.   


Supervisors may refuse to meet with you or read drafts after this date!
 XE "Final Year Project:Criteria for literature review & project plan" Criteria for Literature Review and Project Plan

	First class                    (69.5% and above)
	Upper second class  - 2.1   (59.5 – 69.4%)
	Lower second class  - 2.2 (49.5–59.4%)
	Third  - 3rd class            (39.5–49.4%) 

	Perceptive analysis of relevant literature that demonstrates clearly its relevance to the topic of the project

	Competent analysis of relevant literature that shows its relevance to the topic of the project
	Analysis of relevant literature that shows its relevance to the topic of the project
	A description of literature that has a bearing on the topic of the project

	An essay that integrates the literature surveyed into a coherent whole, capable of being understood without the requiring the reader to access the surveyed materials

	An essay that integrates the literature surveyed in a systematic way that does not merely reproduce any existing survey
	An essay that presents a comprehensible survey including a discussion of the merits and shortcomings of the literature surveyed
	An essay that shows awareness of topics relevant for the project

	A plan that shows clearly how its implementation could result in a dissertation that demonstrates originality in any branch of economics

	A plan that shows clearly how its implementation could result in a dissertation that demonstrates understanding of economics principles for the topic of the project
	A plan that shows clearly how its implementation could result in a dissertation that demonstrates knowledge of economic principles relevant for the topic of the project
	A plan that shows how its implementation could result in a dissertation that demonstrates knowledge of economic ideas and concepts that have a bearing on the topic of the project



 XE "Final Year Project:Criteria for the dissertation" Criteria for the Dissertation
Regression analysis:   While not necessary to achieve a mark of any level, the inclusion of regression analysis (i.e. econometric modelling) may significantly affect the mark according to the topic of the project.
	First class

(69.5% and above)
	Upper second class  - 2.1   (59.5 – 69.4%)
	Lower second class  - 2.2 (49.5–59.4%)
	Third  - 3rd class            (39.5–49.4%)

	A necessary attribute of first class projects is that they demonstrate originality in any branch of economics and they will also satisfy at least one of the following:
	Upper-second class projects will demonstrate understanding of economic principles relevant for the topic of the project and they will also satisfy at least one of the following:
	Lower-second class projects will show knowledge of economic principles relevant for the topic of the project and they will also satisfy at least one of the following:
	Third class projects will show a limited knowledge of economic ideas and concepts that have a bearing on the topic of the project and  they will also satisfy at least one of the following:

	Innovative construction, estimation and analysis of empirical model (or models) designed to test hypotheses developed in the project
	Competent estimation and analysis of an empirical model (or models) available in the literature, together with extensions and modifications adapted to suit the topic of the project
	Estimation and limited interpretation of an empirical model (or models) found in the literature, with modifications
	Limited description and estimation of an empirical model (or models) replicating those found in the literature but with different data



	Construction of a theoretical model to address issues relevant for the project, derivation of the predictions of the model and evaluation of their implications
	A survey that integrates and assesses the relevant academic literature in a systematic way that does not merely reproduce any existing survey
	A comprehensible survey that discusses the merits and shortcomings of the relevant academic literature
	A survey of the literature that shows awareness of topics relevant for the project

	Analysis of existing empirical, theoretical or historical studies in a systematic way that obtains original insights (theoretical, empirical, or both)
	Competent presentation and thorough assessment using economic reasoning of one or more aspects of economic policy
	An examination of one or more aspects of economic policy that displays appreciation of the issues, together with an attempt at evaluation of the policies
	An overview of one or more aspects of economic policy that shows awareness of the economic arguments

	Perceptive exposition, discussion and critical evaluation, that goes beyond the existing literature, for one or more aspects of economic policy
	
	
	


 XE "Final Year Project:Presentation & length" Presentation and length

· Pay particular attention to the guide to good practice in assessed work (see page 67) 

and you may also like to read ‘Excellent Dissertations!’ by Peter Levin    (Amazon or Open University Press, McGraw-Hill).
· You must include a complete bibliography in the form of a list of references
Every entry in the bibliography must be referred to at some point in the project and every citation in the project must be included in the bibliography! 

 XE "Final Year Project:Submission" Submission
· Complete the final version of your project at least one full week before the deadline to allow for last minute delays in printing and checking.

· Online submission only of your project - no later than 12.00hrs (midday) on the specified deadlines!

· No extensions are granted for the submission of projects.  In particular, extensions are not normally granted because of any form of computer failure (e.g. disk corruption, printer breakdown) or because of congestion of the University’s central computing facilities.

 Do not leave printing your project to the last minute!
· The taught element of EC831 consists of 10 hours of lectures in the autumn term, together with PC lab sessions in the autumn and spring terms.  The EC831 teacher provides general guidance about the formulation of hypotheses by the groups but should not be expected to provide detailed advice for each student!  

Any overlap between your project and any other submitted work must be acknowledged in your project, in accordance with University Regulation 6.20.  The regulations can be viewed on the following website: 


http://www.essex.ac.uk/academic/docs/regs/rpp.shtm
18.A Guide to Good Practice in Assessed Work

Avoiding academic offences

The commonest academic offence is plagiarism. The University takes plagiarism very seriously, and penalties are harsh.  Here’s how to avoid it:

· Never copy from your friends, or give them access to your finished work.  It is fine – even encouraged – for students to work in groups but copying from one another is strictly prohibited.

· Do not copy your own work!  Do not copy previously submitted work either included in a new piece of coursework.  Or, in the case of a student repeating a year, it is not permitted to resubmit work from a previous year. 

· Don’t copy from the internet (or anywhere else) directly into your submitted work, unless you are careful to ensure that all the passages you include are enclosed in quotation marks: beginning with “and ending with” you must also cite the source of the text between the quotation marks.

· It is not sufficient merely to add a citation for the source of copied material following the copied material (typically the end of a paragraph).  You must include the copied material in quotation marks.  Otherwise, you have committed an academic offence.

· Ignorance of the rules is no defence.

Formal University Regulations governing Academic Offences
The formal University Regulations regarding academic offences can be found online: http://www.essex.ac.uk/academic/docs/regs/academic.shtm
An extract can be found below:

6.19
a. 
It is an academic offence for a student to engage in unfair academic practices or to cheat in any examination, or in any other submitted part of his or her University work, whether or not such work is formally assessed. A student may be found guilty of an academic offence whether or not there has been intention to deceive; that is, a judgement that negligence has occurred is sufficient to determine guilt.
b. 
Academic offences include: 

i. Plagiarism, that is, using or copying the work of others (whether written, printed or in any other form) without proper acknowledgement in any assignment, examination or other assessed work. 

ii. Repeating work previously submitted for another assignment without full acknowledgement of the extent to which that previous work has been used. 

iii. Falsifying data or evidence. 

iv. Submitting a fraudulent claim of extenuating circumstances. 

v. Assisting another student to commit an academic offence. 

vi. Submitting written work produced collaboratively unless this is explicitly allowed. 

vii. Copying the work of another candidate or otherwise communicating with another candidate in an examination. 

viii. Introducing any written, printed or electronically stored information into an examination other than material expressly permitted in the instructions for that examination. 

ix. Defacing or interfering with exam script booklets. 

This list is not exhaustive.

c.
Allegations of academic offences shall be dealt with in accordance with procedures determined by the Senate. Previous offences shall be taken into account. 
6.20
In submitting any piece of work (eg dissertation, thesis, essay or report) a student shall acknowledge any assistance received or any use of the work of others.
Interpretation of the Regulations






Details of the University’s Regulations relating to academic offences and the procedure for dealing with allegations of academic offences are published online:


http://www.essex.ac.uk/academic/docs/regs/offpro.shtm#a
Guidance about how to avoid plagiarism can be found online. This guidance includes definitions of plagiarism, an online test and some common mistakes.

http://www.essex.ac.uk/plagiarism/ XE "Academic offences:Plagiarism" \r "academicoffences" 
Guidelines for good practice in assessed work

The following guidelines are intended to support your good practice and to ensure that you do not contravene the University Regulations.











 XE "Dept. honour code" The Department’s Honour Code

· The Department expects all students to access and read the Economics Undergraduate Handbook (either via the Departmental website or collection of a copy from one of the administrators).

· The Department expects you to take personal responsibility for complying with the University regulations governing academic offences.

 XE "JISC Plagiarism Detection Service" JISC Plagiarism Detection Service

Turnitin UK is an electronic detection service for investigating suspected cases of plagiarism.  

Further details and guidance are available online from the University’s webpage:-

                            http://www.essex.ac.uk/plagiarism/detection.html
Be aware   that any coursework submitted to the Department of Economics will be submitted to Turnitin UK.  

If you have any concerns about whether you might be accused of plagiarism, you must contact the relevant module lecturer before your work is submitted. 

19.Making the best of your Essays, Term Papers & Projects

Presenting your work XE "Presenting your work" 


Layout

(In what follows, “paper” should be understood to include term papers, projects or essays, i.e. any piece of submitted work for which you have discretion with regard to presentation.)

An economics examiner commented recently, “structure is not quite all but it is a lot!”

If your paper is well organised you stand a much better chance of getting the reader (examiner) on your side. Well organised papers receive their just rewards. Poorly structured papers will receive a lower mark than those which are well organised.

Points to keep in mind:

Introduction and conclusion

· Always divide your paper into sections with an Introduction and a Conclusion.  Each section should form a coherent element of the whole paper.
· The introduction…

…informs the reader about (a) the issues you will discuss, (b) the questions you will address, and (c) how the arguments will unfold in the following sections.  It is not 
necessary to include a separate abstract (a very brief overview of the paper).  Consider leaving the introduction to write last of all – by which stage you will know exactly what follows.
· The conclusion…

…can be used to summarise the previous sections, to draw the threads of the argument together and, perhaps, to offer some comments about unresolved problems that deserve future research.
References

· Providing bibliographical references is so important that it merits a separate section, see below.  Pay special attention to referencing.
Statistical results

· When presenting econometric results, say from Stata, do not simply paste in the computer output.  That suggests laziness.  Usually, you will need to construct tables of results.  Sometimes you may wish to present regression results in an equation format with standard errors in parentheses under the estimated coefficients.

· On the positive side, blow your own trumpet!  Leave the reader in no doubt about your own contribution in terms of statistical results or any other original aspect of your work.  Don't hide any originality that you believe deserves credit.  Be bold about what you have achieved.
Footnotes and appendices

· Footnotes…

…can be used for short clarifications and extensions of your argument that would otherwise interrupt the flow of your paper.  Try to keep them to a minimum.

· Appendices…

…can be used for material of a detailed background or ancillary nature, too long for a footnote.  Appendices are often devoted to (a) descriptions of data sources and about how the data have been transformed; (b) listing data (but only when the data have been obtained from non-standard sources); (c) technical derivations of results (e.g. theorems) discussed in the body of the paper.  It is not normally necessary to list data in term papers or projects; but you must always be prepared to supply the data if requested.

· Footnotes and appendices should not be used in an attempt to evade the word limit.  Markers find this ploy unacceptable. XE "Layout of your work" \r "layout" 
References


There are two aspects of this:

a) Citations that point to references (e.g. Keynes (1936), p.383)

b) The bibliography, which contains information about the references themselves.

Here are some guidelines:

· You must always include direct quotations from other people’s work (published or unpublished) in inverted commas: “ ”

· Failure to do is a serious academic offence. 

· Always follow a quotation with the relevant citation.

Example:

Many commentators believe that policy makers are pragmatic and not much influenced by ideas.  Keynes disagreed: ‘‘Practical men… are usually the slaves of some defunct economist.  Madmen in authority, who hear voices in the air, are distilling their frenzy from some academic scribbler of a few years back.’’  (Keynes, 1936, p. 383)  Whether Keynes should be taken seriously is a debatable matter…. 

· The citation, Keynes, 1936 in the example, should point to exactly one reference in the bibliography, which appears at the end of your paper.

· It is not enough merely to include the cited work in the bibliography.  The quotation in your paper must be accompanied by a citation as described.


· Citations must also appear when you refer to the work of others without direct quotation.
Example:
…In their model of commodity prices, Deaton and Laroque (1992) postulate the existence of a single threshold price, above which stocks of the commodity have been driven to zero.…

· In this example, the citation Deaton and Laroque (1992) alerts the reader to the source of the work being discussed.

· You should include a citation such as this whenever you paraphrase the work of others or base your exposition on the works of others.
· Indirect references

· Suppose that you wish to make a reference to something that itself includes a reference to a third source.

Example:

Suppose you wish to quote the following from Marx’s Capital that you read in another book:
“This expropriation [of the capitalist] is accomplished by the action of immanent laws of capitalistic production itself, by the centralization of capital.  One capitalist kills many.”  
· Unless you have actually read Marx’s capital (and can quote the volume and page number) you must cite the place from which you obtained the quote.

· In this example, here is a correct citation following the quoted words above: “Marx, Capital, as quoted in Harold James, The End of Globalization: Lessons from the Great Depression, page 21.”

· You must treat information from the internet in exactly the same way as other published or unpublished material, even if you cannot identify the author.
· If you cut-and-paste information from any electronic source, you must place it in quotation marks and cite the source in such a way that the reader can readily locate it.

· Failure to do so is evidence of an academic offence, even if you claim that your action is the result of negligence.

The bibliography is a list of references that appears at the end of your paper.

· The following information should always be included: 
author;







date of publication;





title of the work.

· For a book you should also include: 

the edition;

place of publication;

publisher.

· For an article you should include the journal or book in which the article appears as well as page numbers and if possible, the volume number.
· For unpublished works, you will need to use your discretion about how to give the reference but always make clear the origin of the work (i.e. from where it can be obtained).

· The fact that a source is unpublished is no excuse for not citing it and omitting it from the bibliography.

· Lecture handouts (whether issued in paper or electronic format) must also be referenced: give the teacher’s name, the module code and any other relevant information needed to identify precisely the handout to which you refer.

· List the references in alphabetical order by author.

Examples:

Brittan, S. (2002) ‘‘The rules need fixing, but greed can be good’’, Financial Times, 04/07/02.  URL: http://www.samuelbrittan.co.uk/text118_p.html (accessed on 27 Nov 2008)

Deaton, A. S. and G. Laroque (1992) ‘‘On the Behaviour of Commodity Prices’’ Review of Economic Studies, vol. 59, pp. 1–23.

Keynes, J. M. (1936) The General Theory of Employment, Interest and Money London: Macmillan.

Krugman, P. (1999) ‘‘Thinking about the Liquidity Trap’’ (unpublished) December 1999 URL: <http://www.wws.princeton.edu/~pkrugman/trioshrt.html> (accessed on 19 Jan 2010). 

Belot, M., V. Bhaskar and J van de Ven. (2007) ‘‘Is Beauty only Skin-deep?  Disentangling the Beauty Premium on a Game Show’’ (unpublished) University of Essex Economics Discussion Paper Series, No. 624, January 2007.
· Notice that the Brittan (2002) and Krugman (1999) references are to internet resources. In this case it is conventional to provide the URL (i.e. the address) between angle brackets: < >, and also the most recent date on which you accessed that URL.

· You have discretion in terms of how you present your citations and bibliography. That is, you are not required rigidly to adhere to the style outlined above. But remember, you will lose marks for sloppiness. If in doubt, adopt the format outlined above.

· You may come across non-standard cases which do not fit into the above categories, in which case try to be as systematic as you can.

· For instance, if there is no author (such as for a newspaper article) give the reference by title.

Example:

The Economist (2008) “Endurance test: some reasons not to expect a collapse in raw-materials prices” August 23rd 2008, pp. 61-2.

· You must cite any other work of your own on which your paper draws. For example, suppose that your final year project is on the same topic as one of your term papers. If you use any of the same material in your project as in the term paper you must cite this (preferably at the beginning) - otherwise you will have committed an academic offence.

· It is bad style to string together long quotations.  Use quotations to support your argument not as a substitute for it.  Examiners interpret long quotations as a sign of laziness.  You will not be accused of plagiarism – so long as the quotations are in inverted commas and properly cited.  But the paper will be awarded a lower mark than otherwise.  If you submit a paper which is largely a collection of quotations, you will get a very low mark (probably a fail mark, depending on how much of the paper comprises quotation XE "Making the best of your essays, term papers & projects" \r "makingmostofessay" s).




Visit the online essay writing programme: http://www2.essex.ac.uk/essay-writing/ 

· Make sure that you spell check the final version of your paper before you print it.

· Follow the guidance offered above and your paper will be awarded the mark that it deserves. Ignore the advice and your paper will receive a lower mark than you might expect.

· If you need further advice ask your teacher or project supervisor before the work is submitted. It’s no good grumbling afterwards when you get a mark lower than you expect or if you are accused of an academic offence.

The Project consists of two parts!





A literature review (including a project plan) and


a dissertation.








Submission deadlines





Literature review:


 Wednesday, 14 December 2011, 12.00hrs (midday)





Dissertation:


Friday, 27 April 2012, 12.00hrs (midday)








  Online submission only


of both papers


via Online Coursework Submission (OCS)


follow this link:


	





	 �HYPERLINK "https://ocs.essex.ac.uk"�https://ocs.essex.ac.uk�








Do not watermark your papers – this is not required!








Maximum length:





Literature Review:	3,000 words         (2,500 words recommended)





Dissertation:		10,000 words (including footnotes, appendices, bibliography, etc.)











Assessment 





Literature Review:	15 %





Dissertation:		85%





Don’t make the work of others seem as your own!





This is one of the most serious offences, which together with other forms of academic offences, is taken very seriously by the University, with severe penalties such as receiving a mark of zero for a piece of work, or in certain circumstances being required to withdraw from the University.  





What are ‘academic offences’?





An academic offence in examinations…





…includes copying the work of another student or communicating with another student in the examination; and introducing any written, printed or electronically stored information into an examination, other than material expressly permitted in the instructions for that examination.





An academic offence in coursework…





…includes using the work of others (whether copied from the internet, written, printed or in some other form) without acknowledgement, whether this has been the result of serious negligence or of intention to deceive. You must learn how to reference correctly. Familiarise yourself with the guidelines on referencing. If you are still unclear about referencing you must consult your teacher or the relevant Director of Undergraduate Studies. Ignorance of the regulations will not be accepted as a defence against a charge of an academic offence or serious negligence in referencing.





You must reference your sources properly, and failure to do so may lead to a charge of an academic offence.  


When submitting any piece of work (e.g. assignment, term paper, essay, project, dissertation, or thesis) you will be required to acknowledge any assistance received or any use of the work of others.





It is also an academic offence if you repeat work previously submitted for assessment without full acknowledgement of the extent to which that previous work has been used





Do not hand in the same or a very similar essay to one that you have already submitted.


This applies to work submitted in a previous academic year or at a different institution (before you came to Essex).





Never falsify evidence, including statistical results or data.  Remember, you may be called upon to justify any part of your assessed work.








It is an offence for a student knowingly to assist another student to commit an academic offence, whether in an examination, or in any other piece of work.





Sometimes students who have been working together end up submitting almost identical work and are accused of an academic offence.  While we do not want to dissuade you from working with or discussing your work with another student, you must be careful that you do not collaborate too closely.  Before you submit your work, you should consult your teacher, the relevant Director of Undergraduate Studies if you have any concerns about the limits of collaboration.


Ignorance of the regulations is not an acceptable defence.








When repeating a period of study (perhaps intermitting or required by an exam board to repeat the year)                                                    you must be aware that a penalty of zero for an academic offence will be carried forward onto your marks grid for the repeat period of study.


Students are not permitted to expunge (wipe out) penalties when repeating a period of study.








Never copy the work of any other student past or present, whether at this University or any other.


Do not let other students have access to work, which you will submit.  If another student (whether or not you collaborate in the deceit) copies your work, it may be difficult to determine who has copied from whom and you may be accused of an academic offence





Check the online advice about how to avoid plagiarism:


	Go to the economics department webpage :


	�HYPERLINK "http://www.essex.ac.uk/economics/assessment/plag/"�http://www.essex.ac.uk/economics/assessment/plag/�














When preparing your work for submission make sure that it is done independently of other students!





It is quite acceptable for you to work with another student or in groups (some module supervisors may even encourage this) but, for all economics modules, what you submit is your own, individual and exclusive responsibility.  If the results of any discussions with other students might be reflected in your submitted work, you must acknowledge that this is so.





Keep all your working notes (which might be shared with others) separate from your own submission and write this entirely independently from others.  In this way the chance is remote that there could be any accusation of unfair practices.





When taking notes from any published or unpublished article, book or files which you have obtained electronically (from the internet or wherever), write all direct quotations in inverted commas in your notes.  This way you will be aware of which parts of your notes are your own words and which are those taken from the source you are reading.  Also, when you are writing up your work for submission, you will not then inadvertently copy what you have read directly into your work without quotation.








All direct quotes from published or unpublished work must be enclosed in quotation marks: “ ” and followed by a page reference (See page 74)








You should explicitly acknowledge  the assistance of other people,  who have given substantial help in the completion of your work.  For example, if you are provided with computing support for a task, which you could not have otherwise undertaken, this should be acknowledged explicitly.  Similarly, help from other students must be acknowledged explicitly.  Informal conversations with your class teacher, module supervisor or project supervisor need not be acknowledged.





Provide a full bibliography listing all cited works.





(See page 76)








Only site sources that you have actually accessed!





Failure to do so is evidence of an academic offence!





Clearly distinguish between statistical results that you have obtained yourself and results that are reported from other peoples’ work.





In the latter case, the sources of the results must be cited in exactly the same way as for any other quotation.





Remember!


For every citation – there must be exactly one reference in the bibliography!





For every reference in the bibliography – there must be at least one citation!





Never include references in the bibliography that are not cited in your paper!





It is not necessary to list the data used for statistical analysis reported in your project, term paper or essay, though you may wish to include the data in an appendix (especially if you have collected the data yourself). You must:


	(a) indicate the sources of data used; 


	(b) keep the data in the same form in which you 	used them (in disk file or as printed listings); 		and


	(c) be prepared to submit the data upon request.  





Sufficient information must be provided to allow your results to be reproduced if necessary.








Dictionaries are not permitted in examinations 


unless the rubric of the examination specifically states that candidates may use a dictionary, for example a translation dictionary may be permitted in certain language examinations.  Electronic dictionaries are never permitted to be used.  Unless you are informed otherwise, you should assume that dictionaries are not permitted in any economics examination.








If you have any doubt about whether you may breach the regulations on academic offences, seek advice from your class teacher or from the module supervisor.





If you are still unsure, contact either the relevant Director or Deputy Director of Undergraduate Studies.











Ignorance of the regulations will not be viewed as a defence against a charge of committing an academic offence, including negligence!








The Economics Department is keen to encourage you to gain the highest mark possible for your term papers and/or project. However, there is concern that many students lose marks because of poor presentation (style and layout) of their work.





This part of the handbook is intended to help you in presenting your work to its best advantage.





Here are two little books that you will find useful in preparing written work:





























You are strongly encouraged to follow guidance in both of these books. If you do so you will be surprised at the improvement in your marks.





Strunk, W. and E. B. White


The Elements of Style


(Published by Allyn and Bacon, latest edition Aug 1999) 





Although it may appear old fashioned, this book contains lots of wise advice.





Levin, P. Write great essays!


(Open University Press, 2004)





Very important: you must make absolutely clear when you are reproducing statistical results obtained by others.





You must cite the source. (See the section on References, below.)





If you fail to cite the source, the reader will presume that you have obtained the results yourself.  Then, if the examiners spot that the results have been copied from elsewhere without acknowledgement, you will be in serious trouble as this is evidence of unfair practices and will be dealt with as an academic offence.





Providing full and accurate references to your sources is a very, very important part of presenting your work.





When not to quote:





‘‘Commonly known facts, proverbs, and other familiar expressions require no source citation unless the wording is taken directly from another work.’’  (Chicago Manual of Style, 15th edition, p. 445)





If you do take the wording from another work, you must include the quoted words in inverted commas.








The rule is: only cite sources that you have actually accessed.





If your reference is to a source cited in something you have read you must make this clear.





In your bibliography you should include only those sources that you have accessed and have cited in your essay, term paper or project.





Two important rules:





For every citation there must be exactly one reference in the bibliography.


For every reference in the bibliography there must be at least one citation.








Never include references in the bibliography


that are not cited in your paper.





Why not? Because the reader is left puzzling about the role and significance of such references in your paper.





Last words








