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I Writing the Introduction

a) Identify the organization that you are based at, and describe its mission.

b) Preview major issues that your essay is going to discuss.

c) Tell us who your respondents are (age, occupation and length of tenure at the organization should suffice).

c) Be relatively brief. At most, your introduction should take up half of the first page.

II Developing sections and constructing arguments

a) Before you develop your arguments, construct an outline.

(i) In the outline, identify the major sections of the essay and enumerate the major points you wish to make in each section.

(ii) Each point should be based on a theme/set of themes.

(iii) Go through the outline point by point, making sure you have identified evidence for each point. Focus on sequencing: ask yourself in what order you wish to arrange the sections, and in what order you wish to arrange the major points in each section.

b) Develop a paragraph on each point, using the following format:

(i) The first sentence of the paragraph should usually be either the main sentence of the paragraph, or a transitory sentence followed by the main sentence.

Volunteers tended to identify with the organization in terms of their religious beliefs.

(ii) The main sentence describes the overall point you are making. Subsequent sentences should elaborate on or provide evidence for this main point.

For the most part, the religious beliefs that the volunteers expressed were Christian.

(iii) The evidence you provide for elaborating on this main point will probably be a combination of two major forms. First, you could construct a general sentence that indicates that the theme was visible across interviews. For instance:

Three out of the four volunteers I interviewed expressed their religious beliefs in terms of community service.

Second, you could provide a detailed quote from an interview to further substantiate your point:

For example, one of them said “People in my church believe that community service is an important part of life. . . I have always done some sort of service-related work.”

(iv) You can also use direct quotes from interviews when you think that the point being made is significant, even though it doesn’t span all the interviews. For example:

One volunteer said that he thought of his volunteer work as a religious mission. “Our church believes in spreading the word of God,” he said “and the mission of every member is to go out there into communities all over the world and do so.”
c) The format I’ve laid out here isn’t a law. You should (if you have the courage, the creativity and the time!) feel free to think up innovative ways of presenting your data. However, the bottom line is: the central point should be presented clearly, and evidence to support it should be clear and solid.

d) Using quotes
(i) The quotes you use from your interviews can be either built into an existing paragraph, or become a new one. As a rule of thumb, if the quote is more than thirty or forty words long, or if it contains more than one sentence, the quote takes the form of a separate paragraph.

(ii) When longer quotes are included as separate paragraphs, then the entire quote should be indented and single-spaced.

(iii) When you use separately paragraphed quotations, you can omit sections of the quote that do not contribute to the point you’re making. When you do so, you should indicate the gap with three dots (…)

(iv) The sentence that precedes the quote should lead into the quote. In the case of a separately paragraphed quote, this sentence should end with a colon (:)

(v) The sentence that follows the quote should either extend the main point, unpack its implications or transit to the next point. In the case of a separately paragraphed quote, if you are unpacking the implications of the quote or extending the point, then do not indent the next paragraph. If you are transiting to the next point, then indent the paragraph.

For example:

Others spoke of (the information system) in terms of the possibilities it could bring in the future. However, this potential was seen not in terms of its ability to transform an existing frame of work, but its ability to add to it. Said the Coordinator of DV’s Environmental Action Network:

Perhaps we could use it to enhance our visibility. . .  We’re trying to do that already… a lot of kids from various schools are learning about the Internet, and if we have a presence on it, then it’ll form a third area for collaboration. Right now all the publicity I do is by word of mouth, press and maps and a few exhibitions. In fact, we have material that is ready to go on the net. The idea has always been there from the start. But our most important PR tool is our newsletter.

A few mentioned the fact that they use DVLINK a lot already, but could use it more than they already did: “We’re using it already… we exchange information and ideas with other people all the time… there’s a lot more that we could use it for.”

(vi) At the end of each section, you should relate the main points/themes of the section with material covered in lecture and readings. For example:

Miller (1995) identifies four kinds of support: informational, emotional, material, and appraisal. From the discussion above, it is evident that while volunteers receive significant emotional support from each other, they do not receive adequate informational support. This could be problematic because… 

III Concluding the essay

a) Summarize your findings and their implications

b) List recommendations for the organization, if any

b) If you like, and have the space to do so, discuss the relevance of this assignment to your understanding of communication and nonprofit organizations.

IV Citing Sources

a) Avoid using extraneous sources, and do not cite the entire article in the body of the text. Instead, mention the author’s name and the year of publication. 

b) In the case of lecture, mention my last name and year, or the date of the lecture.

c) Create a reference list at the end of the essay, that cites each article/lecture mentioned in the essay.

d) You may use any citation style you are comfortable with: common styles include APA, Chicago, and MLA. I’m not picky about citation styles so long as you choose one and use it consistently.

V Common errors

a) Use active voice rather than passive voice. For example:

“Volunteers worked a lot” rather than “a lot of work was done by volunteers”

“I noticed that volunteers seemed happy” rather than “it was noticed that volunteers seemed happy”

b) Avoid sentence fragments.

c) Avoid run-on sentences, and punctuate properly.

d) For all these errors, go to http://owl.english.purdue.edu, access the relevant handouts, and do the relevant exercises. OWL is probably the finest online resource on writing. And it’s free!

e) Use campus resources; walk yourself over to the writing lab on campus at 211 Continuing Education. Or access their website at www.umt.edu/writingcenter. They have both online and on-site tutoring facilities. Use them.

VI Reminders: Make sure that you 

a) attach transcripts (marked or unmarked) to the paper

b) attach a copy of your NIH course completion certificate with your paper

b) submit interview tapes along with the paper

c) submit a floppy disk containing transcript files along with your paper OR email them to ganesh@selway.umt.edu.

