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This document provides the illustrious students of Holy Apostles College and Seminary a guide and model for writing academic papers. A solid introduction states the purpose or thesis of the paper, highlights the main sources, and sets forth the organization. The first section of this paper addresses content, the second discusses organization, the third offers some stylistic tips, and the fourth provides examples of citations. Holy Apostles’ “Guidelines for Papers, Projects, and Theses” provides the primary source for formatting followed throughout this exposition.
Topic and Content 
Content stands as the most important consideration in writing a paper. Meticulous style and formatting support but do not replace solid content. The content of an academic paper flows from deep engagement with primary sources, critical appropriation of secondary scholarly sources, and the reasoning of the author. 
Primary sources vary according to the nature of one’s research. In a paper on Patristics, for example, the writings and contributions of one or more of the fathers of the Church serve as primary sources. Theology papers at Holy Apostles often utilize Sacred Scripture and magisterial documents as primary sources. Scholars or academics typically write secondary sources, which may be published as books, essays in edited volumes, or articles in journals. 
Organization
A paper with an ineffective introduction flops before it begins; the reader has no interest in proceeding beyond the first paragraph. A paper with in ineffective conclusion, on the other hand, leaves the reader confused or even angry. An effective introduction informs the reader of the topic, purpose, main sources, and organization of the paper. If the paper employs stylistic devices, such as dialogue or first-person constructions, then these also should be evident from the outset. An effective conclusion recalls the content of the paper, draws conclusions, reiterates themes, and ensures that the text does not end abruptly.

In addition to an effective introduction and conclusion, a well organized paper boasts smooth transitions from paragraph to paragraph and from sentence to sentence. The reason why one paragraph follows another or one sentence follows another should be clear. This can be accomplished through the repetition of key words found in a previous sentence or paragraph, or through an obvious logical or numerical progression. An effective introduction also gives a strong impression that the paper is well organized.
Stylistic Tips 
This section provides several tips that touch on the “style” portion of one’s paper grade, followed by instructions regarding formatting. The first tip regards economy of expression, the second, common grammatical errors, and the third, characteristics of formal writing. Abbreviations, the title “Saint,” and quotation marks also merit consideration under this heading.
Economy of expression entails writing succinctly and clearly, and eliminating unnecessary words. One common error with regard to economy of expression regards superfluous use of the word “it.” Consider the following examples:
	Lacking Economy of Expression


	More Succinctly Phrased

	“As it states in the John Chrysostom’s treatise On the Priesthood…”
	“As John Chrysostom writes in his treatise On the Priesthood…”

	“It is the redemptive action of Jesus Christ that is the source of grace.”
	“The redemptive action of Jesus Christ is the source of grace.”

	“It was not Augustine’s desire…” 
	“Augustine did not desire…” 


Two common stylistic or grammatical errors frequently appear in students’ papers. The first is the failure to retain tense and number agreement. If a sentence begins in the present tense, then all its verbs ought to retain that tense. In fact, the same tense should be preserved throughout the paragraph. Notice, for example, that this paragraph uses only the present tense. The bad habit of ending sentences and phrases with prepositions constitutes a second and increasingly common grammatical error. For example, the phrase “the Catholic faith he had parted from” should rather read, “the Catholic faith from which he had parted.” Remember the ironic axiom, “a preposition is a terrible thing to end a sentence with.” Attention to such grammatical details distinguishes formal writing from colloquial speech, which is littered with dangling prepositions.

Because papers qualify as formal writing, they should avoid all colloquialisms (e.g., “of course”) and contractions (e.g., “can’t,” “let’s,” “I’ll”). Also avoid weak expressions such as “I think” or “I feel,” and beware of the weak, ambiguous, and lazy word “aspect.” Abbreviations likewise should be avoided in formal writing: “e.g.,” meaning “for example,” “i.e.,” meaning “that is,” and “cf.,” meaning “compare,” may be used in notes or parenthetical remarks (which ought to be kept to a minimum), but not in the text.
Titles such as “Saint” may be contracted. Note, however, that contractions do not end in periods. Contractions such as “St,” “Dr,” and “Fr” end with the final letter of the word. By contrast, abbreviations such as “Rev.” require periods. Consistently referring to a holy patristic author as “Saint” or “St” is more appropriate for homilies than formal papers. Such expressions of piety, worthy and commendable in their own right, quickly become redundant in papers about saintly patristic authors and therefore should be avoided – except perhaps in introductions and conclusions. Similarly, titles such as “Dr” and “Fr,” along with the designations of religious congregations and orders (e.g., O.P., O.S.B.), should not appear with authors’ names in footnotes or bibliographies.
Formatting also falls under the category of style, so note the layout of this document. Because it is full-justified, only one space follows each period. If the document were left-justified, then two spaces would follow each period. The lines are double-spaced and paragraphs are demarcated solely by indentation of their first lines. Paragraph indentation is typically one-half inch. The first paragraph of a paper, however, and the first paragraph after each section heading need not be indented. Although a paper can be effective without division into sections, section divisions often assist the reader in following the author’s argument.
All quotation marks should be “smart” or “curly” as opposed to "straight." "Mixed quotation marks” often appear in papers that include material cut-and-pasted from the internet. As one blogger aptly comments,

… mixing straight and curly quotation marks is a hallmark of the slightly sloppy scissor-and-paste job, and a savvy reviewer will pick up on that. When I see mixed straight and curly quotation marks, I smell blood in the water – I know that I can expect to encounter other, more significant problems.

Paragraphical citations such as this, on the other hand, are not enclosed in quotation marks. Punctuation appears inside, not outside, of the closing “quotation mark.”
Citations

This section addresses four types of citation students often incorporate into papers written at Holy Apostles: citations of Sacred Scripture, primary sources in print, primary sources found on the internet, and secondary sources.

Citations from Sacred Scripture appear in parentheses at the end of the sentence, and should employ the abbreviations of biblical books provided in the introductory apparatus of the New American Bible. An example follows. Our Lord commanded the disciples to baptize “in the name of the Father, and of the Son, and of the Holy Spirit” (Mt 28:19). The period follows the closing parenthesis of the citation, and the closing quotation mark precedes the opening parenthesis. The author generally does not need to specify the version of Scripture that is cited. The defaults are, in order of preference: (1) the Revised Standard Version or RSV; (2) The New American Bible or NAB. Note, however, that because the Vulgate more closely resembles the versions of Scripture read by the Latin fathers and the medieval doctors, Catholic scholars sometimes cite the Vulgate or the translation of the Vulgate known as the Douay-Rheims Bible.


Like scriptural citations, ancient texts or magisterial documents frequently referenced may be cited in parentheses within the text. When this device is used for citations, the first footnote provides full bibliographical information and the abbreviation to be used, indicated by “henceforth.”
 In the parenthetical references cite book, paragraph, or section numbers wherever possible, and omit page numbers (AJ I, 5, 15). Where subsequent references appear in footnotes, they do not repeat all publication information.
 Although the professor assumes students will draw mainly from translations, critical editions of original Latin or Greek texts are the best sources.


Printed editions are always preferred over sources found on the internet. Material posted on the internet tends to be past its copyrighting date and therefore quite old, poorly edited, or opinionated. Some important sources, however, are difficult to find in print. For example, consider this paragraphical citation from Mediator Dei:

Assuredly it is a wise and most laudable thing to return in spirit and affection to the sources of the sacred liturgy. For research in this field of study, by tracing it back to its origins, contributes valuable assistance towards a more thorough and careful investigation of the significance of feast-days, and of the meaning of the texts and sacred ceremonies employed on their occasion. But it is neither wise nor laudable to reduce everything to antiquity by every possible device.
 
In such cases, one may cite the web site. Do not provide lengthy web addresses that will change; simply provide a description of the site, such as “at the Vatican” or “at New Advent,” and the URL address of the home page: www.newadvent.org.
 The paragraphical citation format employed for the above citation (single-spaced, 11-point font, with one-half-inch indentation on both sides) should be employed for any quotation that is more than three lines or 50 words in length.

When citing an introduction as a secondary source, name the author of the introduction first in the footnote, rather than the author of the work translated.
 The footnotes below provide examples for citing monographs, that is, books written by one author,
 and articles
 according to the “Guidelines for Papers, Projects, and Theses.” Set footnotes in 11-point font, single-spaced, with a first-line indentation of .2 inches. Footnotes always end with a period or full stop. Abbreviate the title and use only the author’s last name in subsequent footnotes. Never cite the exact same page of a source two times in a row in the same paragraph or sentence
 – as this sentence does in order to demonstrate what not to do.
 Also, avoid “ibid.” entirely, as it often leads to confusion.

Before concluding this section on citations, a pressing warning must be issued. Do not consult secondary sources while neglecting primary sources! Scholars with many different agendas write scholarly works in theology and philosophy, and some of these scholars gravely mislead those who do not read the primary sources themselves.

Conclusion 
Every good paper boasts a conclusion that binds it together and prevents it from ending abruptly. This conclusion highlights the four main factors involved in writing successful research papers: content, organization, style, and sources. Close attention to these factors ensures the effectiveness of both your research and your writing. To this end, avail yourself of the aid provided in this document, taking care to follow the model it provides as closely as possible. It will help you to developing consistent habits of good writing that will serve you well in your future studies – studies that, God willing, will last a lifetime.
� Ken Adams, “‘Curly’ and ‘Straight’ Quotation Marks,” at Adams on Contract Drafting, www.adamsdrafting.com. See this online article for instructions on how to set your word processing program to automatically correct this problem. 


� The Holy Bible Douay Rheims Version (Rockford, IL: TAN, 1989). 


� Augustine, Against Julian, I, 4, 12, trans. Matthew A. Schumacher, Fathers of the Church 35 (New York: Fathers of the Church, 1957) 13 [henceforth AJ]. In this citation, the numbers following the title Against Julian indicate book I, chapter 4, section 12; the number following the closing parenthesis indicates the page number. 


� Augustine, AJ IV.3.14, trans. Schumacher, 176-177. 


� The main Latin critical additions are the Corpus Scriptorum Ecclesiasticorum Latinorum or CSEL, and the Corpus Christianorum Series Latina or CCSL; Sources Chrétiennes or CS editions are quite helpful, as is the Patrologia Latina or PL compiled in the 19th century. The author’s name may be translated into its English version (e.g., “Augustine” instead of “Augustinus”), and abbreviations of the series along with volume numbers and page or column numbers suffice for indicating the edition, as follows: Chromatius of Aquila, Sermo II, 2 (SC 154:136); Quodvultdeus, Liber promissionum et praedictorum Dei, II, xix, 35 (CCSL 60:105).


� Pope Pius XII, Encyclical Letter on the Sacred Liturgy Mediator Dei (20 November 1947), §62, at the Vatican, www.vatican.va [henceforth MD]. 


� Basil the Great, On the Holy Spirit, 4, 6, at New Advent, www.newadvent.org. Since this work is written in only one book, the first numeral following the title designates a chapter number instead of a book number, and therefore is an Arabic numeral rather than a Roman numeral.


� Odo John Zimmerman, Introduction, Dialogues, by Gregory the Great, The Fathers of the Church 39 (New York: Fathers of the Church, 1959), vi.


� Frederik Van Der Meer, Augustine the Bishop: The Life and Work of a Father of the Church, trans. Brian Battershaw and G. R. Lamb (New York: Sheed & Ward, 1961), 70. This book, although somewhat dated, is an excellent and sympathetic source for Augustine’s ministry as bishop of Hippo. For a more recent and more popular scholarly biography, see Peter Brown, Augustine of Hippo: A Biography, rev. ed. (Berkeley: University of California Press, 2000). 
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