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PRINCIPLES OF EFFECTIVE COMMUNICATION  
Once you accept that communication is important, it’s important to understand what 
makes communication succeed and what makes it fail.  Most mi
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Seven Steps to Effective Communication 

research is the process of digging up information that supports your communication 
goals.  Think of it as “doing your homework” to get smart on your communication topic.  
Chapter 4 is full of helpful advice on how to approach the challe
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DRAFTING AND EDITING: 
WHEN THE FINGERS HIT THE KEYBOARD 

The first four steps are identical for both writing and speaking assignments, but the 







PART II:  

PREPARING TO WRITE AND 
SPEAK
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Analyzing Purpose and Audience 

“Drafting” (Step 5), and “Editing” (Step 6).  If coon9Tf
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Analyzing Purpose and Audience 

TIPS FOR SUCCESS WITH YOUR AUDIENCE   
• RANK—don’t be afraid of it.  Differences in military rank can be a real barrier to 
communication in the Air Force.  Too many of us become tongue
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Researching Your Topic 
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Specialized Military Search Engines.  

http://call-search.leavenworth.army.mil/


Researching Your Topic 
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PRIMARY, SECONDARY AND TERTIARY SOURCES:  HOW CLOSE IS A 
SOURCE TO WHAT IT REPORTS? 
When evaluating a source, one factor to consider is the distance between the writer and 
his or her subject.  Since people and their research are often misquoted, it’s better to refer 
back to original material than rely on someone else’s interpretation of existing work.  
This is true for research published in books and print journals, as well as Internet sites.  
The material you find can be classified as either a primary, secondary or tertiary source. 

A 
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OTHER SERVICES 
US ARMY.  http://www.army.mil/  
ArmyLink is the official web

http://www.army.mil/
http://www.usapa.army.mil/
http://carlisle-www.army.mil/usamhi/1collectionoverviewsubheaders.html
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DOD SOURCES 
DEFENSE ACQUISITION DESKBOOK.  

http://www.defenselink.mil/
http://stinet.dtic.mil/
http://ebird.afis.osd.mildtic.mil/
http://www.dtic.mil/doctrine/index.html
http://elib1.jwfc.js.mil/main/index.htm
http://merln.ndu.edu/
http://www.archives.gov/
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MILITARY BIBLIOGRAPHIES 
MILITARY BIBLIOGRAPHIES.  A bibliography is a great starting point for research.  A librarian has IhIhII03
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FIND ARTICLES.COM.
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POLITICS IN AMERICA.  http://www.library.cqpress.com/pia 
Provides access to biographical da
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STEP 3: 
SUPPORTING 
YOUR IDEAS 

 

 

 

 





Supporting Your Ideas 

WARRANTS THAT LINK EVIDENCE TO THE CLAIM.  With every piece of evidence, 









Supporting Your Ideas 
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1b.  A Loaded question has an assertion embedded in it—it’s another form of an asserted 
conclusion.  One example of a loaded question is “Do you think John Smith is going to 
improve his rude behavior?”  The phrasing 



S u p p o
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6.  A Single cause



Supporting Your Idea
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STEP 4: 



T h e  T o n g u e  a n d  Q u i l l  







Orga



The Ton gue and Quill 





The Tongue and Quill 

8.  CAUSE/EFFECT   
You can use this pattern to





 –
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Writing Your Draft 

x� The overview is like a good roadmap—it clearly presents your main points, previews your 
paragraph sequence and ties your main points to your purpose.   

Here’s an example of a short introduction that contains all three components:   

Com





Writing Your Draft 

In general, the flow of your paragraphs will follow the organizational pattern or format you 
selected in Shs w
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Writing Your Draft 

TRANSITIONS:  BRIDGES BETWEEN DIFFERENT IDEAS 
One way to make sure your paragraphs flow together, both internally and externally, is by using 
transitions in the form of words, phrases, and sentences.  
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EXTERNAL TRANSITIONS 
External tran



Writing Your Draft 





Writing Your Draft 





Writing Your Draft 

appears.  If it appears only tw













Writing Your Draft 

Instead of Try 
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ADVICE ON OVERCOMING WRITER’S BLOCK 
If you occasionally suffer from writer’s block, you’re not alone—even experienced writers have 
a hard time getting started.  Before we get to some cures, exactly what is writer’s block?  It’s a 
temporary inability to get words on paper (or on the computer).  Like many other problems, it 
has a life cycle—denial, despair, acceptance and recovery.  What leads to writer’s block, 
anyway?  T  8a
12 0 0 12 504 ty4.7366e80017 Tm
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STEP 6: 
EDITING 

e advice on how to get there.   

e subject, the spelling, 
the puncrrCfn or anythlli else, and we ofteng, 

i e r . . .  a n d  a t  t hi s  p oi n t ,  y o u ’ r e  a l mos t  h o me f r e e .  

 
“… When you revise from the top down, from global structur r
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A NOTE ON EDITING (STEP 6) VERSUS FEEDBACK (STEP 7) 
In the “Seven Steps for Effective Communication,” we 
recommend that you edit your own writing before 
asking for feedback from some
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DRAFTING BASICS:  hNG BAOU APPLY THEM?

DAs part of your editi n g step, you ned [to hedck



Editing Your 







The Tongue and Quill 

Avoid awkward phrasing by placing the plural part second if one part of the antecedent is 
singular and one part is plural. 

Awkward:  Neither my parents nor my sister has stayed on her diet. 

Better:  Neither m







Editing Your Draft 

ABBREVIATIONS: 









Fighting for Feedback and Getting Approval 

the same lines, reviewers may help you pinpoint inconsistencies or unclear material that your 
final audience might find as well.   

Are there other viewpoints I need to consider?  Finally, your reviewer may offer differing 
viewpoints on the ma
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Feedback should be directed at behavior the receiver can control.  Only frustration results 
when people are reminded of shortcomings they cannot control.  A suggestion to improve the 
briefing room’s temperature, for example, is probably beyond the individual’s control.  However, 
briefing skills and mannerisms are within the person’s ability to control. 

Feedback should be analyzed to ensure clea
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Check wi





Fighting for Feedback an
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COORDINATOR’S CHECKLIST
Before routing to others, prepare the package and all of its attachments.  As 
necessary… 



PART IV:   

FACE-TO-FACE: 
SPEAKING AND 

LISTENING
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AIR FORCE 
SPEAKING 

 

 

 





Air Force Speak





Air Force Speaking OVERCOMING “SWEATY PALMS SYNDROME” 
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COMMON NONVERBAL QUIRKS 
Here are some final thoughts on nervousness.  Most of us have quirks when we are put in 
the limelight.  The key is to be cognizant of yours and don’t overdo them.  Keep yourself 
in check, and as always, seek feedback.  In time you will have it down to an art.  We’ve 
name



Air Force Speaking 

By themselves, these quirks won’t make you fail as a speaker, but they can create 
problem
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Air Force Speaking 

• Use the same background color on all im
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GRAPHICS.  Whether designed for a briefing or written report, no graphic should be so 
elaborate it becomes an end in itself and obscures your intended message.  However, 
when used wisely graphics can certainly add to your presentation.  Although text is 
important, audiences remember more when content is graphically presented.  A 60-
minute briefing can be pretty boring if it is all done in text.  But, on the flip side, cool 
graphics do not guarantee an effective briefing.  Read below for some tips to keep you in 
check when using graphics. 

• Use only artwork suitable for your presentation.  Know your audience! 

• Use graphs (bar charts, pie charts, etc.) to convey statistics. 

• Be careful with graphs:  too many can be confusing. 

• Line graphs show trends over time. 

• Bar graphs compare values. 

• Pie charts compare values against a whole. 

攀
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DO’s DON’Ts 
Stand beside your visual aid.  Bett
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SUMMARY 
Use vocal characteristics such as rate, volume, pitch and pause to enhance the impact of 
their message. 

Be aware of any nonverbal quirks; reduce nervousness through solid preparation. 

pan approprias  deli noy foreir mp r e d ,  o t h e i r  m

p a c t n c e  b i g T m 
 c t u r s s a g e .  

eee
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e



This chapter covers: 

• Why listening is important to Air Force personnel. 

• Three active listening strategies:  Informative, Critical and Empathic approaches. 

• Cultivating the motivation to listen well. 

Listening is a valuable communication skill, but one that gets little respect and attention.  Som
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UNDERSTANDING HEARING AND LISTENING   
To better understand the listening process, let’s begin by distinguishing between hearing and 
listening.  Hearing o



Effective Listening Strategies 

MOTIVATIONAL BARRIERS TO LISTENING 
Listening takes a lot of effort.  Our willingness to exert that effort is linked to our motivation to 
listen.  Tech
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INFORMATIVE LIST
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Semantic barriers ma
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E-MAIL AT WORK:  KNOW WHEN IT’S AUTHORIZED  
Air Force Instruction (AFI) 33-119, Official Messaging, provides guidance on what constitutes 
official and authorized use of e-mail.  Official use includes comm
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Electronic Communication 

the social culture, and remember that the net is multicultural.  Nuances get lost in transmission.  
For the newbies floating around out there, cruise through the Netiquette suggestions on the next 
few pages.  As always, remember some practices are dictated by aspects of the e-mail system 
itself (software, gateways, hardware). 

RULE #1:  BE CLEAR AND CONCISE   
� Make the “Subject” line communicate your purpose. Be specife r  s o m

mfeet loheiret boxesSub7a clear titlp will helplohenet is m 
� e
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organizational e-mail account—An e-mail account used to receive and send messages on 
behalf of an organization.  This type of account allows an organization to maintain a single 
address for correspondence despite changing responsibilities within that organization.  

server—A computer that responds to requests for information from client computers—see 
client. 

w
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ll of us attend meetings.  Some of us feel we attend too many of them.  Others may be 
onducting more business electronically, and attending fewer meetings than in the past.  But, in 
oday’s world of trying to do things “faster and smarter,” technology is not always all it’s 
racked up to be.  How many times have you e-mae

 discuss a topic that 

ould take 2 minutes of a mey will evly ther be replaced.   ly tET
EMC 
/P <</MCID 10 >>BDC 
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re ways to make them better!  If they are done right, they can go a long way in helping your 
rganization run more efficiently.  Simply put, they’re used to share information, solve 
roblems, plan, brainstorm or motivate.  Whatever the purpose, it’s good to know some basics 
bout conducting an effective meeting.  That’s what this chapter is all about. 
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RUNNING AN EFFECTIVE MEETING 
At some time or another, you ma



Meeting 

2.  DEFINE YOUR PURPOSE 
Every meeting should have a purpose.  If it doesn’t, you shouldn’t meet.  When you think about 
your purpose, try to define it in terms of a product that you want at the end of the meeting, and 
what it will be used for.   “Talking about Issue X” is not an ideal purpose statement for the 
meeting, because it describes a process, not a product—try these alternatives: 

• To identify why Issue X is a problem.  [The product is a cleare
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Try to avoid meetings the firs
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RUNNING YOUR MEETING 

http://www.bartleby.com/176/


Meeting 

UNDERSTAND GROUP DYNAMICS AND LOOK FOR WAYS TO MAKE MEETINGS FUN 
If you’re in charge of a group that will be meeting over a period of time, it
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Meeting 

NORMING.  During this stage, me
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SUMMARY 
Although many of us don’t really look forward to meetings they are indeed a fact of life in 
today’s Air Force and they certainly serve a purpose in our mission and how we get things done 
on a daily basis.  This chapter gave you the nuts and bolts for holding more successful and 
productive meetings.  Remember the “Seven Steps for Effective Communication” and the tips 
introduced in this chapter as you think about and prepare your next m
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WHEN YOU WRITE FOR “THE BOSS” 
There may be a tim





DRAFT--NOT FOR IMPLEMENTATION OR COMPLIANCE 
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Personal Letter 

 





Personal Letter 

To keep down the following samples, we’ve substituted an * for Mr., Mrs., Miss, Ms., or Madam. 

The White House:   

The President The President 
The White House 
Washington DC 20500-0001 

Dear * President 
Respectfully yours 

Spouse of the President * (full name) 
The White House 
Washington DC 20500-0001 

Dear * (surname) 
Sincerely 

Assistant to the President The Honorable (full name) 
Assistant to the President 
The White House 
Washington DC 20500-0001 

Dear * (surname) 
Sincerely 

Secretary to the President The Honorable (full name) 
Secretary to the President 
The W

ident 

i d . 0 0 3 2  T w  0  0 1 5  0 2 0 3 t  i d . 0 0 3 2  0  9  2 7 9 . 2 2 2 1 4  5 6 9 9 5  0 0 4 . 4 6 0 6 e  
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The Congress: 

President pro Tempore of the Senate The Honorable (full name) 
President pro Tempore of the Senate 
United States Senate 
Washington DC 20510-0001 

Dear Senator (surname) 
Sincerely 
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Personal Letter 

 
 
Head of a major organization within 
an agency (if the official is appointed 
by the President) 

 
 
The Honorable (full name) 



Personal Letter 

Foreign Chargé d’Affaires in the 



Personal Letter 





Personal Letter 

Catholic Priest The Reverend (full name
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DEPARTMENT OF THE AIR FORCE 
HEADQUARTERS UNITED STATES AIR FORCE 



 

INDORSEMENT 
MEMO 
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Indorsement Memo 
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MEMORANDUM 
FOR RECORD 

 

 

 

 

 

 

 

 

The separate-page memorandum for record (commonly referred to as memo for 
record, MR or MFR) is used as an in-house document.  It records info that is generally 
not recorded in writing (e.g., a phone call or meeting results) and informally passes it to 
others.  People working together everyday generally pass info back and forth verbally, 
but sometimes it needs to be recorded and filed—memo for record is perfect.  A “MEMO 
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REPORT
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 DEPARTMENT OF THE AIR FORCE 
  HEADQUARTERS UNITED STATES AIR FORCE 

   29 January 2004 
 
 
 MEMORANDUM FOR HQ USAF/SCM 
                                                                          SC 
 IN TURN 
 
 FROM: HQ USAF/SCMV 
  1250 Air Force Pentagon 
  Washington DC 20330-1250 
 
 SUBJECT:  The Trip Report Format 
 



 

STAFF STUDY 
REPORT 
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3.3 .
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BULLET 
BACKGROUND 

PAPER 
 

 

     





Bullet Background Paper 

TYPES OF BULLET STATEMENTS 
1.  Single Idea Bullets ~ This type of bullet is typically used for Talking Papers, Point Papers 
and Bullet Background Papers.  Various examples can be found on the samp
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Spell Chequer 

 

Eye halve a spelling chequer 
It came with my pea sea 

 



 

BACKGROUND 
PAPER 

 

 
BACKGROUND PAPER 

ON 

JOINT COMMUNICATIONS PLANNING AND MANAGEMENT 

 1. Joint Communications Planning and Management System (JCPMS) is an open-system, UNIX- 

 based, automated communications ne









STAFF 
SUMMARY SHEET 

 

AF FORM 1768, 19840901 (IMT-V1)                                  PREVI  

E AND DATE 

2 

SURNAME OF ACTION OFFICER AND GRAA





Staff Summary Sheet 
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ARRANGING ATTACHMENTS TO AF FORM 1768 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FORMAT TO INDICATE TABS 

Tab 3, 4,
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PREPARATION OF AN ELECTRONIC STAFF SUMMARY SHEET (SSS) 
Staff Summary Sheets requiring your Group or Wing Commander’s signature should be sent through your 
internal channels via e-mail.  Office of Primary Responsibility (OPR) transmits package via e-mail to first 
reviewer to coordinate/comment.  The first reviewer should forward (never reply) package with comments (if 
any) to the next reviewer.  This procedure is repeated until last reviewer has coordinated on the package.  
The last reviewer forwards the entire package back to the OPR. 

 

E-mail Message 



Staff Summary Sheet 
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Performance Report 

Track down information about how this accomplishment impacted the bigger picture, the larger 
scope (How did it help the work center?  How did it support the unit’s mission?  How did it 
benefit the entire Air Force?). 

Be persistent when collecting your information, and start by talking to the person you’re writing 
about.  They are in the best position to clarify and give exact details about what they’ve done and 
how they went about doing it. 

Another place to draw information from is coworkers and other supervisors who may have seen 
this person in action.  But don’t stop there!  You may need to cor 225. Technical Ordrso 

copc





Performance Report 
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Connecting the Elements Together 
Connecting the accom
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Brevity 
In editing for brevity you are actually accomplishing two separate activities.  First, you should 
select words (replacing as necessary) that are shortest, clearest, yet most descriptive to the 
readers.  That means that long, confusing words or phrases get swapped out with shorter, clearer, 
more common terms.  Second, you need to reduce the num
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Before we move on to the next round of editing, let’s work in some of the answers to our 
questions into the bullet statemen
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AWARDS AND  
DECORATIONS 

 

 

 
 

 
 

 

MILITARY DECORATIONS e 
recommended to those 
who are PCSing, PCAing, 
separating, retiring, or 
members who have served 
more than 3 years on 
stat

tion 

of 

heroism, 

or meritorious 
or outstanding service or achievement.  Awarded for exceptionally 
distinguished service and accomplishments having significant Air 
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AWARD PACKAGE CHECKLIST 
DÉCOR 6 CHECKLIST:  The DÉCOR 6 is the computer form used to recommend a 



Awards and Decorations 

CITATION CHECKLIST:  The citation is read at th









 

BIOGRAPHY 
 

 

 

 

 

 

 

 

 

 

 

A current biography can be a helpful personal and management tool.  You may want to send 
your biography to organi
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FORMAT FOR BIOGRAPHY  
Rank and Name (ALL CAPS) 







 

RÉSUMÉ 
 

 

 

 

 





Résumé 

h Military Résumé.  





Résumé 

TO INCLUDE OR NOT TO INCLUDE 
As a minimum, include the following on all résumés: 

;�Name, address, and phone numbeo23l.761m
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COVER MEMO 
A cover letter is a personal communication written to a specific person in an organization.  But 
your same résumé



Résumé 

BODY STYLE 
The examples that follow on pages 254-258 are provided primarily to give you a starting point 
and to illustrate style.  More detai.k64formpraage
(anbookte  Mos or pr)Tj
0.0514 Tc
0.00031 Tw 12 0 0 12 72 7578.0009 Tmgotten froxamRé
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Résumé 

Functional résumé 
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Federal Government résumé 

 
 CALVIN SMITH 
2616 El
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ADDRESSING THE ENVELOPE 



Envelope 
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DEFINITIONS 
Official Mail. Official matter mailed as penalty mail or on 
                                     which the postage of fees have been prepaid. 

Official Matter. Official m

a

ea beenltymil or o beenai been

tti
l o
r o
.
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a/an Use a before consonant sounds and an before vowel sounds  <a 
historical event, an emergency.>   

Active Voice 



Glossary of Common Grammatical and Writing Terms 

Modifier 





Glossary of CommionGrammnatcal and Writing Terms 
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 APOSTROPHE 
USE AN APOSTROPHE… 

 - to create p
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BRACKETS 
USE BRACKETS … 
1.  To clarify or correct material written by others. 

He arrived on the 1st [2d] of June. 
The statue [sic] was added to the book of statutes. 

o
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Punctuation 
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COMMA 
USE A COMMA … 
1.  With the coordinating conjunctions 



Punctuation 

4.  To separate two or more complementary phrases that refer to a single word that follows. 
The coldest, if
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P u n c t u i n a tn  





Punctuation 

4.  When the list completes a sentence begun in the introductory element, omit the final 
period unless the items are separated by other punctuation.   

There is a tendency to speak of the commander, but there 
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Punctuation 

7.  To form compound words and phrases.  Some compound words
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DO NOT USE A HYPHEN ...  

f.  In compounds formed from unhyphenated proper nouns. 

Methodist Episcopal Church 



P u n c t u 3 9 . 7n  
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ALONG WITH OTHER PUNCTUATION … 
6.  If an item in parentheses falls within a sentence, place comma, semicolon, colon, or dash 
outside (never before





Punctuation 

b.  Use periods after numbers and letters in an outline wh
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QUESTION MARK 
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Punctuation 

5.  To enclose the title of any part (chapter, lesson, topic, section, article, heading) of a 
published work (book, play, speech, symphony, etc.).  The title of the published work should 
be underlined in typed material and italicized in printed material. 

The Appendix 1 section in AFH 33-337 is “The Mechanics of Writiterial. 
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FUNNY SIGNS 
1. IN A LA2TT255092A245.94691A260.87996L265.98322A30 M6481(A)Tj
10.02 0 0 n02 7t BMC12D 1 >>BDC18BT
/TT4 1 Tf
0.0001132Tc 0017A337M6467A







Abbreviating ABCs 

 
ABBREVIATIONS IN GENERAL: 
• Use in informal documents, manuals, reference books, business and legal documents, 

scholarly footnotes, etc., when needed to save sp 





Abbreviating ABCs 

Field Operating Agencies 
AF Agency for Modeling and Simulation    AFAMS 
AF Audit Agency       AFAA 
AF Base Conversion Agency      AFBCA 
AF Center for Environmental Excellence    AFCEE 
AF Center for Quality and
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Latin Abbreviations 
A.M.   ante meridiem  before noon 
c. or ca   circa   about, approximately 
e.g.   exempli gr005.02 109.25708 9424 648.95995 Tm(iagr005.02 109.84.3747424 648.95995 Tm(gr005.02 109.88.38.9698 648.95995 Tmli )Tj
9 0 0 990.6165429 648.95995 Tmli )Tj
9 0 0 9 306165429 648.95995 Tmlbefli  

 anothemc .  

anso  Tonanother them
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PROPER NOUNS AND COMMON NOUNS 
1.  Capitalize all proper names (the official name of a person, place or thing). 

Porie and Tourcoing Annnncoing ing ing ing coco

 Toue ande anding e ande andnning coe ande andiie anding e andn

conico
n



Capitalization Guidelines 

4.  Capitalize articles, short conjunctions and short prepositions when: 

a.  the first and last word of a title. 
“A Son-in-Law to Be Proud Of” 

b.  the first word following a dash or colon in a title. 
Richard Nixon
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c.  titles of government employees. 
US President, the President commander in chief 

idenenenenen  coenief  coenenmmanenenenenmman



















NUMBERS 
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Numbers 

DIMENSIONS, SIZES, TEMPERATURES 
a room





Numbers 

9. Spell out fractions that stand alone except with unit modifier. 
one-half of the vote; but 1/2-in

Numbers
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GETTING STARTED: PLANNING YOUR RESEARCH SCHEDULE  
“Don’t put off for tomorrow what you can do today, because if you 
enjoy it today you can do it again tomorrow.” 

                     – James A. Michener 

At first research may seem like a tedious and complex process.  Actually though, some 
researchers find that once they begin to pursue a research question they are interested in, they 
really begin to enjoy the process.  Do not let the idea of writing a huge paper keep you from 
getting started.  As Henry Ford said “Nothing is particularly hard if you divide it into small 
jobs.”    

Here are some tips on getting yourself going: 
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• If your research involves a survey or an experiment that requires the collection of data 
involving people, be sure that you vBT
ropeor ppr 

thesealie tis (thebetter.0   )Tj
ET
EMC 
/P <</MCID98 >>BDC 
BT

ch52 Tc40.00079 Tw
12 0 0 12 469.40082 23.7801000000ing6 Olin M202f0105 Tm63ulj
ET
EMC 
/6796097 Tm
2urvey 3
BT
/C2_031 Tf
-061400312100079SELECTING A RESEARCHABLE PROBLEM2 23.7801000000ing6 Olin 2vingit.”  n580Tc -0.00079every1nvoble0 w 12 0 0 12 72 8531 060.0580Tc -0.00079a 12 0 0 12 72 859.248540580Tc -0.00079yv12 Tr 12 0 able80.Fm
(sow 12 0 0 12 72 291.145
/T580Tc -0.00079e 12 0 0 12 72 296/Pa8859.248540580Tc  0w(If yo wa(nt o mS5 T a309Tw 122 72 291.145
/T582 402. 0 1nvoble0013.2511 12 72 296/Pa8859s180 0.001882 Tc -0.0052 Tw 4030 07662 72 296/Pa8859possi2 4w
12c -0.00 -0.02 0 0 12 402.9h involves a survey or an 66sealie )Tj

12support2 0   On -0.0o-0.r-0.n052it0.02s
12 0 0 12116.6-0.00079e 146se2
BT
/66sealie )Tj
1069.9
128n7 able80.Fm
(sow 318.28667
/66sealie )Tj
77997 Tm
(rim)Tj
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1low 1 Tw2 0 0th7997 Tm
(rim)Tj2 062
B2</66sealie 

/T21 1 Tf
9 Tc 0 Tw
12 0 0 121069.97972 60.780105 Tm
“(If yo wa(nt o mS5 T an asy job seems )Tj
0.0052 Tc -0.0052 Tw 12 0 0 12295.919862 60.780105 Tm
mighty hard, just keep )Tj
-0.01679 Tw
12 0 0 12 402579952 60.780105 Tm
 puttvingofof ovingit.”  
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No matter how you capture your source data, be sure 
to include the details of where you got them.62 is is  

at o t r a c k  o n e  b a c k   

.6Ano thr imatorhem

lsealy betweenf wat is a  

.6Ife youdon’t indi 
todistinguish  

http://www.maxwell.af.mil/au/aul/aupress/
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PARAPHRASE 
Paraphrase is a restatement of a text, passage, or work, giving the meaning in another form.  It is 
not simply changing a couple of words or putting them in a different order.  A paraphrase falls 
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Can you make changes?  You will not get your hand slapped for making minor style 
changes.  But the changes, individually or cumulatively, should not significantly change the 
context or its m
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you ma
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Bibliography: 

Leedy, Paul D. Practical Research.  New York, N.Y.:  Macmillan Publishing Co., 1989. 

Footnote and/or Endnote: 

Paul D. Leedy, Practical Research (New York, N.Y.: Macmillan Publishing Co., 1989), 112. 

That is just enough difference to drive you crazy, huh?  One time-saver is to cite your sources in 
the correct format from the very start of your literature review.  The last thing you want to do 
after spending lots of time on the text of your paper, is to have to go back to hunt down 
information that would have been really easy to collect the first time you looked at the data.   
This means you shouldn’t just photocopy articles and stash them a7572 638.76001 17795 582.78027B 4001 638.76001 Tm
(38.76orticl)Tj
0.0002 38.7202N95 8 6027B 4001 638.7ay hoplots00305 658.32051 TQ 10 10.02 260.42436 658.320512.78027 Tm
(This mTm
 to35 0 12 104.58878 596.76019 Tm
606.61mTm
 to35 0 12ve bee0.0002 Tcw10.o)Tr 
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The researcher using the historical method does not need to look at history only from a time 
dimension, but can also look at it from the dimension of where things happened.16  By arranging 
historical data in different ways, such as on timelines, charts, or a map, new insights can be 
found to help find new meaning in the data.   

Also, historical research does not restrict itself to just the study of events and people from
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Let's face it—English is a crazy language 

There is no egg in eggplant nor ham in hambhlanQ8ne i t







Effective Reading Strategies 

 

 

 

 

 

 

 

 

 

 

 

The first 
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Effective Reading Strategies 
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• “How do I create or change a program element?”  
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Schulman, E. Robert, C. Virginia Cox, and E. Anne Schulman, “How to Write a Scientific 
Research Report,” np. On-line.  Internet, 8 October 2002.  
http://members.verizon.net/~vt 007 Tw 12 0 0 17.ber042621 677.88013 ze3fs8i/air/scirch Re.htchulmn

bey,0 098.   m
(n)Tj
ET
EMC 
/P <<7M6ID 1 >>BDC 
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0.000- 1 Tf
0.00007 Tw 12 0 0 Tf
-50.1218 735.71997 Tm
(The Tongue and (AFH0 0-337)bert, 
BT
/TT1 1 Tf
0.0002 Tc -0.0002 Tw 12 0 4812 4090.1218 735.7199r 2Maxwend A lhulm)Tj
12 0 1211 1020.1218 735.7199F lhulma

http://www.radix.net/%7Efornax/index.html
http://www.radix.net/~fornax/cvcox/
http://www.radix.net/~fornax/eas/


m ont h, 312 

phonetic alphabet, 313  
researcher’s guide, 315 
slash, 311  
state, 312 
units of measure, 314 
year, 312 
ZIP code, 312  

Academic degree, 313 
Accomplishment-impact, 213, 226  
Acronym, 310 
Action verb, 213  
Active voice, 73, 266 
Address/salutation/close, 170-182 
Adjective, 266 
Adverb, 229, 266 
Analyze 

audience, 8, 21, 24  
purpose, 19, 20 

Answering machine, 150  
Antecedent, 99, 266  
Apostrophe, 276-277 
Appositive, 266 
Arguments (see Logical 
(i)Tj
10.02 0 0 10.02 239.82187 511.26065 Tm
(ography)Tj
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Some Actual Signs continue 
In a Beauty Shop: 
DYE NOW! 

On the side of a garbage truck: 
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