Session 19: Style and Format of Research Papers (optional)
Instructor Guide


Session No. 19

Session Title:
Style and Format of Research Papers

Time:

1 hour

Objectives

By the end of this session, the student should—

19.1 Be familiar with the basic outline and style components of a research paper written according to the American Psychological Association (APA) Publication Manual and NASA’s Publication Guide.

19.2 Be familiar with the basic components and style of an evaluation plan. 

Scope
The format and style used to prepare research and analysis papers can be the same or similar to those used for preparing articles for publication. One widely used format is detailed in the publication manual of the American Psychological Association, fourth edition.  This session also cites an excellent student paper on hazard analysis (in Readings Appendix). 

Readings (model student paper)

Aloyo, O. O., and Hodge, M. M.  (1998).  Orange County (Florida) Hazard Mitigation Study:  Results and Recommendations.  Reprinted in the Readings Appendix.
References

American Psychological Association. Manual of Style. Fourth Edition. (1994).  Washington, DC.

Vidoli, Carol A. (1998). Technical Report Writing. NASA Technical Memorandum 105419. Cleveland, Ohio: NASA Lewis Research Center.  http://www.lerc.nasa.gov/WWW/STI/editing/vidcover.htm
APA Style Resources: Links to APA style guides and help sheets on the Internet.

http://www.psych-web.com/resource/apacrib.htm

Guidelines for Writing in APA Style, by William U. Borst, Troy State University. http://www.ldl.net/~bill/apatwo.htm 

Objective 20.1.
American Psychological Association (APA) Publication Manual and NASA’s Publication Guide.

A technical report is easier for the reader to understand if it follows a standard format. One part of standardization is the use of the sections or components that are listed below. An abstract, or summary, is particularly important because it may be the only section which a busy person might read.

Components of a Technical Report

(adopted from the Publication Guide of NASA)

Title

· Should be descriptive and concise (5-10 words, NASA limits to 120 characters).

· May persuade prospective reader to consult (or acquire) entire report.

Abstract

· Should be descriptive and concise (100-150 words).

· May persuade prospective reader to consult (or acquire) entire report.

· Use either abstract or summary, usually not both.

Summary

· Abstract of the introduction and the conclusion sections.

· Limit to about 300-500 words. 

· Write so that it can be read independently of the entire report. 

· Include a concise recapitulation of the report content.

· Use either abstract or summary, usually not both.

Introduction

· Prepares the reader to receive what the writer intends to present. 

· Makes clear how the body of the report will develop.  Answers questions, such as—
a. Were data produced and analyzed and the results summarized? 
b. Were conclusions drawn? 
c. Was there an initial theoretical model? 
d. Or was there a subsequent analytical model? 
e. Is the report an analysis?
Analysis and/or Procedure

· Experimental study contains sections on subjects, apparatus, experimental procedures, etc.

· Use subtitles for clarity.

· Organize descriptions so that statements need not be repeated to bring out associated material.

Results

· Present the data in a simple, readily understood form. 

· Include a summary data table, if appropriate.

Discussion

· One of the most important parts of a technical report. 

· To discuss the results adequately, you must clearly understand their significance.

· Include a summary of results.

Conclusions

· Bring out the most important facts and discuss their significance. 

· Many busy people read the concluding section of a report first.

· Information on cost savings, if available, can be very persuasive to decision makers. 

· Should be based on the material in the main body of the report.

Concluding Remarks/Recommendations

· One of the most important parts of a technical report.
· Be specific and concise.
Appendix

· Include useful information too detailed to be included in body of report.

· Contents of appendix should be briefly described in body of report.

References

· Citations of work related to points brought out in the report 

· Sources of additional information for the reader. 

· A reference may be appropriate—

a. To show work pertinent to the subject. 

b. To acknowledge the work of others in the same field. 

c. To save repetition of lengthy descriptions of procedures, questionnaire results, or other information. 

d. To support assumptions, reasoning, viewpoints, or explanations. 

Sections of a Manuscript According to APA Format

Report Sections
Description

Title
· Concise statement of report main topics

· Usually 12-15 words

· Describes major variables or themes studied

· Self explanatory

· No abbreviations  

· Name(s) and institutions(s) or agencies of authors directly under title

· Example—

POST-DISASTER STRESS FACTORS IN EMERGENCY RESPONSE PERSONNEL FOLLOWING MAJOR DISASTERS

John Jones

Orange County (Florida) Office of Emergency Management



Running Head
· Short version of title shown on the top of every page

· Example—

POST-DISASTER STRESS IN EMERGENCY RESPONSE PERSONNEL



Abstract
· One-paragraph summary of research report 

· Limited to 960 characters, including punctuation and spaces (about 120 words)



Introduction
· Usually addresses two questions—

1. What has been done in this area by other researchers?

2. What is the point of the present study?

· Includes hypotheses (for experimental studies) 

· Usually includes literature review.

· Identifies independent and dependent variables (if appropriate).

· Identifies problem and how study clarifies problem.



Method
· Written so that the study can be repeated generally 

· Consists of three subsections: participants, apparatus (or materials), and procedure. 

· A fourth, optional, subsection is design.



Results
· Contains data and analyses. 

· A description, not an explanation of the findings of the experiment or study. 

· Include descriptive statistics (rather than the raw data) and statistical tests if used; make reference to any figures and tables used, for example, “(see Table 1).”

· Never use a figure or table without referring to it in the text.



Discussion
· Contains conclusions on the basis of analyses. 

· Should be related to the questions raised in introduction. 

· Open section with a statement of support or nonsupport for original hypothesis or purpose of study.

· Section allows free rein to examine, interpret, and qualify results.



References
· Conform to APA Publication Manual.  See Bibliography Styles Handbook, University of Illinois.  Internet site: http://www.english.uiuc.edu/cws/wworkshop/apamenu.htm


Objective 20.2.
Format of an evaluation plan.

Format of an Evaluation Plan

1. An executive summary, giving the highlights of the plan for conducting the program evaluation.

2. A description of the reasons for conducting the evaluation, including a summary of the data analysis.

3. A description of the planning organization, including acknowledgment of contributions to the planning effort, especially those of citizens, public agencies, and private sector organizations.

4. Goals and objectives.

5. Requirements for achieving the goals and objectives.

6. A summary of the alternatives and a description of the programs and systems selected for evaluation.

7. A schedule and management responsibilities.

8. A budget for the forthcoming fiscal year.

9. A schedule for the periodic evaluation and revision of the plan and programs.

Interactive Activity

Have the students analyze the paper contained in the Readings Appendix and compare it with the several styles and formats contained in this session.  

How is the style similar to, and different from, APA papers, government technical reports and evaluation reports?  

It is useful to outline each section of the paper and analyze the section for style, format and content. 
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