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What is a Research Paper? 

According to Purdue O.W.L., “A research paper is the culmination and final product of an involved process 
of research, critical thinking, source evaluation, organization, and composition.” 

Steps to Writing a High Quality Research Paper: 

1. Choose a topic.   

• You might be given a topic, or you may be able to choose your own.  If able to select a topic, 
choose one about which you are curious but do not already have great knowledge.    

2. Refine your topic and create a working thesis.  

• Read about your topic to find several aspects to explore in-depth.  

3. Research your topic and take notes.  

• Gather information from reliable sources to develop credible, intelligent ideas about the 
topic.  

4. Formulate a thesis.    

• Consider your purpose.  Are you going to analyze (look at all the small parts of your topic) to 
prove your thesis, or are you going to argue (start with a strong opinion and support it with 
strong evidence) your point?  When you have made that decision, construct a final thesis 
statement.  

5. Write an outline.  

• Review note cards and select the strongest evidence to support the thesis and topic 
sentences.  Order ideas logically.  Refer to “Creating an Outline.”  

6. Begin drafting.   

• Transfer the information from the outline into paragraph form, remembering to correctly cite 
the source of quoted or paraphrased ideas.  

7. Revise and polish.  

• Peer and self-edit using editing and revising checklist.   
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Plagiarism 

According to the Merriam-Webster Online Dictionary, to plagiarize means “to steal and pass off (the ideas or 

words of another) as one’s own to use (another’s production) without crediting the source to commit literary 

theft to present as new and original an idea or product derived from an existing source” (Plagiarism.org).   

As stated in the SHS Student Handbook under Academic Integrity,   “Our school promotes an environment 

where academic integrity and honesty are valued.  The primary function of the school is to prepare students 

for post-secondary opportunities which include higher education and the world of work. It is incumbent on 

schools to apprise students of the full impact of during and after high school.  Students who cheat 

compromise the SHS environment. Cheating seriously hinders the ability of a teacher to identify or remediate 

the work of a student. Plagiarism in any form is stealing.   

“All teachers require proper MLA documentation.  Any information which the student did not have prior to 

the assignment should have both parenthetical references and works cited unless it is considered to be 

general knowledge.  Electronic computer-based cheating consists of downloading pre-existing papers, 

copying and pasting from any electronic source and the use of Internet translation resources. Transmitting 

unauthorized information via any electronic device, such as graphing calculators, cell/camera phones, iPads, 

or iPods is also considered violations of academic integrity.  Violations of academic integrity will not be 

tolerated” (SHS Handbook 57-58). 
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Formatting the Paper 

 Give your work a title:  

 Not just the name of the work being researched. 

 Center your title on the line below the heading.  

 Do not underline, boldface, italicize, or capitalize your title.  

 Begin paper immediately below your title with no extra spaces.  

 12 pt. font Times New Roman, double spaced 

 Heading and Title should only appear on the first page of the paper.  
 

Name and Page Number:  

 A half-inch from the top of the page, in the upper right-hand corner,  

 Create a header that includes student’s last name followed by the page number (Jones 3).  

 Number all pages consecutively, including the first page.  
 

No Cover Page:  

 On the first page, begin the research paper with a heading, one inch from the top and flush left.  

 The heading consists of student‘s name, the teacher‘s name, the course name or number, and the 

date on separate lines, double-spacing between each line.  
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Library Resources 

 

There are many different sources you may use to find information for your research paper. Your goal is to 

choose resources that will provide reliable, accurate, and current information on your topic. Use both the 

library and the library website to locate sources for your research. The resources provided by the school 

library include:  
 

Databases  

● InfoTrac/Powersearch: Select from a variety of different database that cover topics from world 

history to environmental issues.  

● eLibrary: With one search, access a variety of sources, newspapers, magazines, books, maps, 

pictures, audio/video, and television/radio transcripts.  

● Teen Health and Wellness: Real life, real answers, provides information on topics including 

diseases, drugs, alcohol, nutrition, fitness, and more.  
  

Newspapers & Magazines  

● New York Times  

● Boston Globe  

● Cape Cod Times 
  

eBooks  

● Gale Virtual Reference: Provides online encyclopedias and specialized sources that cover a 

variety of subjects.   

Books  

● To find library books use the catalog found on the library website. Search by subject, topic, 

author, or title.  
 
 

How do I find these resources? 

 

Access the databases through your school library’s website. All databases are accessible at home, but 

some require usernames and passwords. A link to the database passwords is provided on a Google 

Document on the library website. However, you must be logged in to your Sandwich High School 

account to view the document. You may also see the school librarian for a list of usernames and 

passwords. Once you access the database you want, use the search box to find information about your 

topic.  
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Formulating a Thesis Statement 

1. Determine what kind of paper you are writing: 

 An analytical paper breaks down an issue or an idea into its component parts, evaluates the issue or 

idea, and presents this breakdown and evaluation to the audience. 

 An expository (explanatory) paper explains something to the audience. 

 An argumentative paper makes a claim about a topic and justifies this claim with specific evidence. 

The claim could be an opinion, a policy proposal, an evaluation, a cause-and-effect statement, or an 

interpretation. The goal of the argumentative paper is to convince the audience that the claim is true 

based on the evidence provided. 

2. Your thesis statement should be specific—it should cover only what you will discuss in your paper and 

should be supported with specific evidence. 

3. The thesis statement usually appears at the end of the first paragraph of a paper. 

4. Your topic may change as you write, so you may need to revise your thesis statement to reflect exactly 

what you have discussed in the paper. 
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Note Taking 
 
How to Write Source Cards for a Research Paper 
  
Definition: A source card is an index card that lists the information needed for the Works Cited or Works 
Consulted page. Information on source cards should be reverse indented. 
 

 Each source card is labeled with a different letter of the alphabet.  

 When the date is needed, you should write it using the international method: date month year. Months longer than 
four letters should be abbreviated. For example: 10 Feb. 2004. 

 All source entries end with a period.  

 If no author is given, begin entry with the next piece of information required (usually the title).  

 If any publication information is missing from an internet source, cite what is available.  

 Titles of articles are put inside quotation marks. For example: “Dating Etiquette”  

 Titles of books, magazines, newspapers, and encyclopedias are italicized.  

 
Sample Source Cards 

 
Book 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Database 

 
 
 

Source Letter 

 Author’s last name, first name. Title of Book. Original 

                   Year of Publication. City of publication: 

                   Publisher, Copyright year. Print. 

A 

Lee, Harper. To Kill A Mockingbird. 1960. New York: 

  Warner Books, 1995. Print. 

Source Letter 

Author’s last name, first name. “Title of Article.” Title of 

 Original Publication. Date of original 

 publication: page(s). Name of the database. 

 Name of the Service. Library where database 

 was accessed, Location of library. Date of 

 access . Print. 

 

 

B 

Maddren, Gerry. “Against All Odds.” Newsweek. Feb. 

 1998: 21-23.  Student Resource Center Gold. 

 Gale. Crestview Middle School Library. 

 Ellisville, MO. 10 July 2003. Print. 
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How to Write a Note Card for the Research Paper 
 
 
 The basic parts of any note card are Topic, Source Letter, Fact, and Author’s Last Name / Page Number. 
 

Example of Note Card Format 
 

 
 
 

 
 

TOPIC                                                  SOURCE LETTER 
 
 

 • Using direct quote or paraphrase, write only one 
piece of information per card. Write on only one side 
of the note card.  

 

 
      (AUTHOR’S LAST NAME AND PAGE NUMBER) 
 

 
 
 
 
 
 
 
 

Sample Note Card for Research Paper (Paraphrased) 
 
 

 

 

 

 

 

 

 

 

 

 

Topic: A category that helps 

organize your note cards into 

sections that will allow you to 

relocate information quickly. 

Some examples include: Early 

Life, Records, Awards, etc… 

Source Letter: An alphabet letter assigned to the 

source card to identify where the information was 

found (A, B, C, etc.). It will help you correctly 

document within the paper. 

In-text Citation: Include the author’s last name 

(if available) and the page number. Do NOT put a 

comma or “p.” or “pp.” before the page number. 

Note: This is the information acquired 

from the source.  Paraphrase or directly 

quote. 

HARDSHIPS                                                        A 

 

 

 Michael Jordan was cut from the freshman squad of his 

high school basketball team but practiced hard and later 

earned a starting spot on the varsity squad (Timmons 99-

100).  
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Creating an Outline 

In an outline, main ideas take Roman Numerals. Sub-points under each main idea take capital letters and are 

indented. 

Sub-points under the capital letters, if any, take Arabic numbers and are further indented. The beginning of 

each new sub-topic is placed directly under the first letter of the category above it. As is required in MLA 

format, everything is double spaced. 

Taylor Swift 

Mr. Smith 

English II 

1 Apr. 2020 

Shake It Off 

Thesis:  Write thesis here. 

I. Sub-topic or Main Point to Support Thesis 

A. Supporting idea to I 

B. Supporting idea to I 

1. Detail of B 

2. Detail of B 

a. Supporting detail of 2. 

b. Supporting detail of 2. 

II. Sub-topic or Main Point to Support Thesis 

A. Supporting idea to II 

B. Supporting idea to II 

C. Supporting idea to II 

III. Sub-topic or Main Point to Support Thesis 

 

This continues in this format for as long as you need until you get to the last Roman numeral, which is for 

your Conclusion. 

 

 

 

 



11 
 

Parenthetical References and Works Cited 

Parenthetical References 

Any time you use information from a source that is not common knowledge, you must document the 
source of the information. 
 
In general, parenthetical references is the information listed on the corresponding notecard – the author’s 
last name and the page number inside parentheses with no comma separating them. 
 
Each of the examples that follow corresponds with the sample Works Cited entry above it. 

 
Documenting direct quotations: 
 
Example:  Regret is represented as a dangerous emotion, “Regret can be a slippery slope if one does not 
resolve those feelings early” (Morgan 256). 
 
Documenting paraphrased information: 
 
Example:  When asking for forgiveness, one must first acknowledge a wrongdoing (Morgan 132). 
 
 
Works Cited 

Remember the following when putting together the Works Cited: 

 Begin your Works Cited page on a separate page at the end of your research paper. It should have the 

same one-inch margins and last name, page number header as the rest of your paper. 

 Label the page Works Cited (do not italicize the words Works Cited or put them in quotation marks) 

and center the words Works Cited at the top of the page. 

 Double space all citations, but do not skip spaces between entries. 

 Indent the second and subsequent lines of citations by 0.5 inches to create a hanging indent. 

 The list is alphabetical by entry. 
 

 ONLY the sources referred to or cited should appear on the Works Cited page. 

 

 

 

 

 

Sample Works Cited Entry 

Morgan, Katherine.  Looking Back to the Past and Learning:  How to Make Up for Past Mistakes.  Boston:  

Penguin, 2001. 
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Additional basic rules new to MLA 2009 

     New to MLA 2009: 

 For every entry, you must determine the Medium of Publication. Most entries will likely be listed as 

Print or Web sources, but other possibilities may include Film, CD-ROM, or DVD. 

 Writers are no longer required to provide URLs for Web entries. However, if your instructor insists 

on them, include them in angle brackets after the entry and end with a period. For long URLs, break 

lines only at slashes. 

 If you are citing an article or a publication originally issued in print form but that you retrieved from 

an online database, you should type the online database name in italics. You do not need to provide 

subscription information in addition to the database name. 

Capitalization and punctuation 

 Capitalize each word in the titles of articles, books, etc., but do not capitalize articles (the, an), 

prepositions, or conjunctions unless one is the first word of the title or subtitle: Gone with the Wind, 

The Art of War, There Is Nothing Left to Lose. 

 New to MLA 2009: Use italics (instead of underlining) for titles of larger works (books, magazines) 

and quotation marks for titles of shorter works (poems, articles) 

This information was taken from the Purdue OWL website. To learn how to cite specific sources, go to 

http://owl.english.purdue.edu/owl/resource/747/01/ 

 

 

 

 

 

 
 

 
 

http://owl.english.purdue.edu/owl/resource/747/01/


13 
 

Appendix 
Sample Paper 

 
On the pages that follow, you will find a research paper on the topic of electronic surveillance in the 
workplace, written by Anna Orlov, a student in a composition class. The paper is a sample on the Purdue 
O.W.L. cite.  Orlov’s paper is documented with in-text citations and a list of works cited in MLA style. 
 
This paper is formatted according to the guidelines in the MLA Handbook for Writers of Research Papers, 7th 
ed. (2009). 
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