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EPORT
19.9 MECHANICS OF WRITING A RESEARCH R l )
- . qctual preparation of
- . in the actual p the
There are very definite and set rules which should be l(-)”OWL;]aI chould be scrupulously :Idhcrc(Ll
research report or paper. Once the technigues arc finally dcc'd(:d: l]]t’?/ic‘lccl as soon as the materials gy,
to, and no deviation permitted. The criteria of format sh().uld bk: (‘%b‘  ention o faras he ichents
the research paper have been assembled. The following points deserve "

of writing a report are concerned:
en on unruled paper

‘ipt s e wrill

(i) Size and physical design: The manusct ipt should b |
"% [1'in size. Ifitis to be written by hand, then black or blue-black mk- should be useg
es should be allowed at the left hand and of y

ere should also be one-inch margins, (o,
If the manuscript is to be typed, then g

age only except for the insertion of (he

812
A margin of at least one and one-half inch

least half an inch at the right hand of the paper. Th
and bottom. The paper should be neat and legible.

typing should be double-spaced on one side of the p

long quotations.
adhered (All such steps

Procedure: Various steps in writing the report should be strictly

have already been explained earlier in this chapter).
Layout: Keeping in view the objective and nature of the problem, the layout of the report

(111)
should be thought of and decided and accordingly adopted (The layout of the research
report and various types of reports have been described in this chapter earlier which should

be taken as a guide for report-writing in case of a particular problem).

(11)
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mment of quotations: Quot
peamers = e iy
) n-ccd~ '“m?mg an |.mlmm‘“'~ Part of (he t
s re than four or five type Written Jine
,( half an iInch 1o the righy of the
jea®

_ Normy) text o,
17l f(m""""."-' Roiumhng '!N)Im)[c\”nc
e
v)

aliong shoy

! Considerable lengrh

0 ) '
argin ngle Spaced and ndented 4
|

s fOOINOLES SCIVE Twi WIrposes, .

(a) The fox and the ‘l _‘l _ VII..,.lhtl -nltllcnlum.,| Materia] .
in the reportan ¢ fotice of Materialg e Immediage) b Used in quorations
rescarch text but sull of supplement. . €ly necessary

-r;m references, citation of ;

S

the hudy of the
y explanation of a point of
or ¢

Tkeep in View the !ullcm:nﬂ"

Notes are meant for
vi l urces, Zlcknnwlc(lgcrncnl and elucidation
_ MIEW Tt shoylg alwayg be keptin vie
an end nor a means of the display

Of scholargh;
minimum use of footnotes for sch

p) Footnotes are placed at the bog
‘ which they identify or supplemen

S are customarily separated from the
textual material by a space of half an inch and a line about one and a half inches long
(¢) Footnotes should be numbered consecutj

.

tvely, usually beginnin
separately. The number should be putsli i
.Al the foot of the page, again, the footn

bove the line. Thus, consecutive numbers mus be used to correlate the rcfcrcmc‘ e in
?hc text with its corresponding note at the bottom of the page, except in case of statistical

bles and other numerical material, where symbols such as the asterisk ( *) or the like
tabies :
one may be used to prevent confusion.

.
Footnotes are always typed in single space though they are divided from one another
(d) Foo

by double space.

| given
1 i footnote reference to any giv
jon style: documentation, the first | "
Docum style: Regarding 1 n, clere ;
R emﬁj"g: }nplete in its documentation, giving all the essential facts about the edition
work shou co

n order may be
h documentary footnotes follow a general sequence. The commo

used. Such docu

described as under:

e
Al Regarding the single-volume referenc

as in a bibliography)
inni ith the last name as ina
. ormal order (and not beginning with th
(2) Author’s name inn
followed by a comma;

indi italics;
(b) Title of work, underlined u? indicate i
(¢) Place and date of publication; —
(d) Pagination references (The pag
E‘“Mple:

315.
jcati Inc. 1954, P
blications,
he Drama, New York: Dover Pu
Gassner, Masters of the Drama,

) Rega"ding multivolumed reference

der;
@) Author’s name in the nOl'm‘_1l ;)ircate jtalics:
®) Title of work, underlined 10 m.
(c) Place and data of nublication;
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(d) Number of volume;
(¢) Pagination references (The page number)-

dictionaries, no paginalion

(C) Regarding works arranged ulphabe!icall}'
ted as under:

For works arranged alphabetically such
reference is usually needed. In such cas

as cncycloped%as and
es the order i illustra

Example ]: -
“Salamanca,” Encyclopaedia Britannica, 14th Ediuon.

Example 2: 1
“Mary Wollstonecraft Godwin,” Dictionary of nationé

1 : g enc
But if there should be a detailed reference to 2 1008 €
pagination reference may be found necessary-

biography.

(D) Regarding periodicals reference

(a) Name of the author in normal order;

(b) Title of article, in quotation marks;

(c) Name of periodical, underlined to indicate italics;

(d) Volume number:;

(e) Date of issuance;

(f) Pagination.

(E) Regarding anthologies and collections reference

Quotations from anthologies or collections of literary works must be acknowledged not
only by author, but also by the name of the collector.

(F) Regarding second-hand quotations reference
In such cases the documentation should be handled as follows:

(a) Original author and title;
(b) “guoted orcited in,”;
(c) Second author and work.

Example:
J.F. Jones, Life in Ploynesia, p. 16, quoted in History of the Pacific Ocean area, by R.B. Abel,

p. 191.

(G) Case of multiple authorship
If there are more than two authors or editors, then in the documentation the name of only the first
is given and the multiple authorship is indicated by “et al.” or “and others”.

Subsequent references to the same work need not be so detailed as stated above. If the work is
cited again without any other work intervening, it may be indicated as ibid, followed by a comma and
the page number. A single page should be referred to as p., but more than one page be referred to as
pp. If there are several pages referred to at a stretch, the practice is to use often the page number.

—
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f 1901t W! rich means page number 190 and

M ‘(?u > ook Op. cit- ‘(I(]ilc;lt -:-b't:l-lf)'-l,n-thc work cited) or L)(;:h?d to lndi@te the number of the

Fm* ’f- the ver. C()‘th—, . lh-‘ |l L.V!‘.ll_‘ons used in the footn. Lu: (lacg S in the place cited)

A of the ould suggest that the reference is to work by l(:\::h\:vc')tp- Cul; i i
riter which has been cited in

: ame J ste but intervened
g€ g M p footnt ened by so -
¢ lie y some other references.

) . | abbreviations i
jed quation arne 4 s in footnotes: 5o
| (vii -:‘::::lotc is the author’s name, given in the narmzi]es' first item after the number in the
t.(ommu. After the comma, the title of the book is g;EZa.tu;]e order. This is followed by a .
t'rht-‘" elc.) 18 omitted and only the first word and proper n: the article (such as “A”. “An”,
e iS followed by a comma. Informati per nouns and adjectives are capitalized.
™ "is' followed by acomma The place oatl‘m)[llal(':omm’nmg the edition is given nex:. THE
entry B _ : e publication is then stated; it mz :
bbrCVlﬂlig:l(:”;;.Il)f 1?:rpli]ace happf_ms to be a famous one Such‘as ngdbizi\;f(;‘::
o t‘he .pu-blishe ::’v Delh1- and so on. This entry is followed by a comma’.
(e of publicatio; i“f‘f}flltlgned_ and this entry is closed by a comma. It is
ab e date is given on the title pa
. : ge. If the date appears
in the copyrlght notlce_: on the reverse side of the title page or elsewhere in the volurﬁz?the
nma should be omitted and the date enclosed in square brackets [c 1978), [1978]. The
entry i followed by a comma. Then follow the volume and page references and are
separated by acomma if llajoth are given. A period closes the complete documentary reference.
er that the documentation regarding acknowledgements from

But oné should remem
magazine articles ?“d_ per iOd_ical literature follow a different form as stated earlier while
cxplaining the entries in the bibliography.
English and Latin abbrevi_atiOns are quite often used in bibliographies and footnotes to
etition. The following1sa partial list of the most common abbreviations frequently

g (the researcher should learn to recognise them as well as he should learn to

in
|y, for New

.Cﬂ the name
Thef ' 4 by the d

anonymous
before

article

augmented

book

bulletin

compare

chapter

column

dissertation _

editor, edition, edited. |
edition cited

exempli gratia: for example

enlarged
and others”/’/"—
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Ngis) )
In

thwd wdem

Wl wdem

Wl s o
st )
Intro ntro
Lol

hox it

lowo ¢ alo,

MS  MSS.

NB. oo bene:

nd.,

np.,

no pub
no(s).

op.

op. cit:
opera Citato

p.or pp., page(s)

passim: here and there

post: after

rev., revised

tr., trans., translator, translated, translation

vid or vide: see, refer to

viz., namely

vol. or vol(s)., volume(s)

VS., VErsus: against ¥

TN

— ' Resmrrhm%
S Methol

—

et sequens: and the following \1

example '

and the tollowing |

hgure(s) ;

Ut ' SuCCe * Tootnotes refe ,

i the same place (when two or more \mu“m, tler g |

same work, 118 not necessary Lo repeal complete reference for the Second

footnote. Ihid. may be used. If different pages are referred 1o, l’“gi"aliﬂql

must be shown) 5

the same ,
|

Wustrated, illustration(s) |

ntroduction

line(s) '

n the place cited; used as op.cit., (when new TCICI:CIICC

15 made 1o the same pagination as cited in the previous note)

Manuscript or Manuscripts

note well

no date

no place

no publisher

number(s)

out of print

in the work cited (If reference has been made to a work
and new reference is to be made, ibid., may be used, if intervening

reference has been made to different works, op.cit. must be used. The
name of the author must precede.

(viil) Use of statistics, charts and graphs:
often considered a virtue for it cont
simplification of the material and research results.
picture is often worth more than a thousand words,

A judicious use of statistics in research reports is
ributes a great deal towards the clarification and
One may well remember that a good
Statistics are usually presented in the
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‘ wm tables, charts, by, 0 fire
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shlem al « Sy
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Ly
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‘Iﬂll ( . LR T drafy
pumse Il questions ike Age g, Menge, Wi
’ hey say w . en (n
comrect” Dol I\l oy hat 15 meqp 15 the A Ate b okl o 1,
sher togioally " g p . YA ! D atic i
wgether 10F ly 1 DR & least one Cllengne . ™" MMt e o
extreme W ) ALDE 1o ’ ! e
revision i Y helptur s, Mencey o, t v? read the FEDO pyn "t core :: o
v . ~ . ¥ i .
quite confusing (0 othey People; 4 (, nect, Tyl Clowy 0 he wriger -
, , i Her i _
others as & ROM-Seqiaitiur. A nendly ¢y, ™ that had eemed seif =3 Pieee

dlogrcal, and perhaps sy

Pesting Wiays of ,mp"mung M Dansages s
ard inachieving the pogl

d
ol adequate Wmmun.t::: the difficuities
Ribliography Ihhhugruphy
discussed carlier

("M m T me d'm'
iy

and ; .
Wrended o the research « .
Preparation of the indey - P

the value of which lies ip

() Al the end of the r.

v , an I ) )
the fact thay it acts g ndex should mvariably se gyen

pood research report is one which does this task efficiently and _ of the =
prepared keeping the following precautions in view:

|. While determining the length of the report (since research reports vary greatly m length .
one should keep in view the fact that it should be long enough to cover the subyect but shorr

enough to maintain interest. In fact. report-wrnting should not be 2 means 1o karming more
and more about less and less.

2. A research report should not, if this can be avoided, be dull: it should be such as w sustan
reader’s interest.

3. Abstract terminology and technical jargon should be a\'okicq m 2 n::-tlth report. The
feport should be able to convey the matter as simply as powbk Thas. m other ‘-mﬁ&
Means that report should be written in an objective style in simple language. avording
eXpressions such as “it seems,” “there may be” and the like.

'Ol i - . Losdoa. [958 o &8
Clire Sely and others, Research Methods in Social Relations rev.. Methuen & Co. Lad..
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Readers are often interested M ERTEE 5 ihe findIRES
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sach the report mest provide 2 realy IVEEE TS L sous resulls in the mam repon ; in
rrachs and the stacistical tables may be used for 2 ¥
£ S 230G & o e 2 W23 3
— - _, e
wddithon o the summary of important ImeE== a3l i
OGHoE o IS SErmERE v UL =5% . prct b SDET ‘\‘_“‘T....i‘ and In 3000rdEme.
2 - 3 \ s - o 8 ~
The kavout of the report “L‘L_\-Y-'-m—" —
with the objective of the researcn 2 prodlem B—
misrak ros and musi DS Prepand su mady ip
| ~om -—x"“'"" "_".. it
The reports shoulé be free oE :.---——-—-'-‘-" oy 23 TR DS
T . | e sach 38 the s of QU0

- A B, | o L
fance with -Amioues Of COmpPOSICOR O NP
accordance with e eChmques N7 anhee fa00ns In [0S and the

ctrarion 2nd usS O

foomotes, documentanoe. DrODCT DT L=t

e

The report must present the he logical analysis of the subject MAller. [T MuN refioct a Stracepre

wherein the different pieces of analysis relafing 10 B2 research problem Gt well.

A research report shoul d show origimality and should nocessanily Do an 2TampT 10 sahve
a problem and must add w

some intellectzal problem. It must contbutes ©@ the solution of

the store of knowledge.
Towards the end. the report mast also stase the policy imp catons relanng to the problem
under comsideration. [t is usually ..\v:zder’a_- desirable if ?j:e report makes 2 forecastof e

probable future of the subject concernad and indicates the Kinds of research sull nads

be done in that particular ficld

Appendices shoald be enlisted in respect of 2ll the

Bibliography of sources coasulted is 2 must for a

given

Index is also comsidered an essential part of 2 good report and as such must be prepared

and appended at the end.

Report must be attractive in appearance. neat and clean, whether opad or printad.

Calculated confidence imits must be mentioned and the various consmaints experienced i

conducting the research study may also be stated I the report.

Obgective of the study. the nature prob methods -

techniques adopted must all be I;[rithe o s employod and the 3wy
C v : - ~ -

npndsaly stated in the beginning of the report in the form ol

tochmcal data in the report.
2 good report and must necessanly e

r—r,

19.11 CONCLUSION

In spite of all that has been stated above, cne should .
art winch is learnt by mce and em al:;:;sbk\?ep 1] \;:.\' tlﬁ Iact mnm \\nnna "\ an
mEre coctrination.
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