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1 Introduction

1.1 The Purpose of this Publication

Justafter leaving his position as Chancellorof the University of Lund in 1983,
Professoils Stjernquistgavea speechduring the occasionof the TetraDaysin
which, amongstother things, he gave his impressionof the educationat the
University What he said was this:

Themostimportantconcernasl seeit, relatego theproblemsconcerninghestudent§useof
language! haveoften askedpersonsn positionsof authorityin our companiesandpublic
institutionswhattheythink of theeducationastandardattheUniversity Thecommoranswer
is thatstudent$raveagoodknowledgeof their subjectsputfind it difficult to write concisely
and more to the point, to express their ideas in oral presentations. (Stjernquist 1983 p. 16)

Thatwassaidnearly threedecadesgo,andit is possiblethattoday§udenthave
developedettercommunicatiorskills thanthoseof the 19806 On the otherhand,
whathasremaineda centralconcernandhasin fact becomesvenmoreimportant
sincethen,is therequirementhatthosewith auniversityeducatiorshouldbeableto
expresshemselvewvellin bothspeeckandwriting. Toalargeextentit isthroughtheir
ability to speakandwrite effectively that studentsdemonstrateheir educational
accomplishmentsSocial scientistsare no exception.No matterwhat careeryou
choosen lateryearstheability to expresyourselfwell in bothspeakingandwriting
IS an asset.

It is thereforemportantthatyou takeadvantagef the possibility of developing
theseskillswhile in theeducationasystemattheUniversity While studyingpolitical
scienceyou will beaskedio completeassignments/hich give you the opportunity
todevelopbothyourability to speakontopicsof interestandto write effectivelyand
concisely This booklethasbeenputtogethemwith theaim of providingadviceand
guidanceelevantothistask.Themajorpartof thebookletconcernsheartof writing,
primarily scientificpapersTowardstheendof thebookletthereareprovidedsome
general tipsand adviceon how to speak effectively or, to use Stjernquist@terminol ogy,
on the art of giving oral presentations.

A centraltaskof the Universityis to teachthe studentdo work scientificallyand
reporton theirwork. Thatis thereasonwhy, in thefirst termof coursework in the
Departmentthestudenis alreadygivenassignment&/hich providetheopportunity
to practisedifferent elementsof the scientific researchprocess.This may, for
exampletaketheform of havingto referto orcommenbnpolitical sciencditerature
that you have read, and are requiredto describeby meansof written or oral
presentationLaterin your educatiorwithin the Departmentou will conductyour
own independentesearchassignmentsand reporton your findings in papersof
differentlevelsof scopeandambition. The taskswhich youwill carryoutin your



courseworkin theDepartmenareverysimilarto thekind of taskswhichyouwill be
askedto do whenworking after you havefinishedyour educationFor a political
scientistheeducatiorreceivedn conductingscientificresearclis primarily training
in preparation for later working life.

The portion of this booklet devotedto writing thereforecontainsadvice and
instruction with referenceto writing scientifically The reasoningwhich is put
forwardin thetextis, howeveroftenof anaturewhichallowsit to beappliedto other
typesof writing tasks.The generalinstructionon oral presentationgvhich is to be
foundattheendof this bookletis of amoregenerahature andshouldthereforebe
applicableto a variety of speakingsituations.In thelastchaptersometreatmentis
given to a specialtype of oral presentationhow a studentshould conductan
opposition to a scientific paper in a seminar

NotethatChapte# containsasummanyofinstructionontheformulationandlay-
outof essaystthe Departmenbf Political Scienceof Lund Universitywhich must
alwaysbeobservedPleasaeadthemverycarefully In orderto facilitatetheediting
of essaysthe Departmenbf Political Sciencenasconstructeda specialdocument
template. Thiscontainspreconfigurationsfor, among other things, headings, citations,
referencdistsandindentatiorfor newparagraphslhetemplatas basednanormal
Word template and can be downloaded from the department«s homepage

1.2 Different Forms oWriting

Why doesone write? The normal answerto this questionis that one writes to
communicatessomethingo otherpersonsilt is this typeof writing, thatwhich seeks
tocommunicatewhichis theprincipalfocusof thecurrentbooklet.Butit is likewise
importantto be awarethat writing may also have other functions than that of
communication.

To beableto createatextwhichcommunicategffectivelyit is necessaryo have
givenconsiderabl¢houghtbothto thetopicwith whichthetextis concernedandto
the differentelementsvhich will beincludedin thetext. If thetextis a scientific
report, then the studentshould also have conductedsomeform of investigative
researchvork. Manywriters,particularlythosevhodonothaveextensivexperience
inwriting paper®fthistype,believethattheyshoulanotbeginwriting until theyhave
completelyfinished collecting their researchmaterial and thought through the
researclassignmenthoroughly Thatis risky. Oftenwhathappenn thiscases that
theactualwriting provedifficult to completeAfter all thework putintotheresearch
andinto finding thematerialfor thepaperthestudenexpectdo beableto compose
awell-formulatedandwell-writtentext. Oftenthedeadlinefor submittingthepaper
approachesapidlywhile thestudenfindsthattheactualriting of thepaperdoesot
goeasily andthattheargumentations clumsyandpoorly structuredEvenworse,
thestudenimaydiscoveratthislate stagethata portionof theresearctshouldhave
beenconductedn anotherfashion.The studentfinds the paperprogressivelynore
difficult to complete, and may eventually stop writing altogether

It isthereforenotagoodmethodto wait until theendof theresearchiaskto begin
writing. The drafting of the papershouldbe conceivedas a part of the research



process.Writing can thereby have other functions than the communicationof

meaningso personslt canhaveaheuristicfunction,promotingthecreativethought
procesf the researchernablingthe studentto developideasandarrive at new
anglesonthematerialn jotting downthoughtonthestructureof theresearcheven
beforetheyareclearlyformulatedthe studenimayin fact succeedn developinga

betterpictureof howto conducttheresearcihmoreeasily Thetextsthatarecreated
in thisfashionarenotmeanto bereadby anyoneotherthanoneselfsotheyneedot

bewell-written,concisenorwell thoughtout. Thistypeof textis nomorethanatool

toassistheresearclprocesswWhatthestudentvritesin thisspontaneousinpolished,
andexploratoryway will obviouslycontainmuchmaterialthatis of little usebut,

equally much that is of value in conducting the research.

During the processof completingthe assignmentwriting canalso be usedto
recordwhathasbeernaccomplishedofar, howtheresearchvasconductedandwhy.
Thedetailsof theprocessareforgottenvery quickly, andincompleteor vaguenotes
mayresultin muchmorework havingto bedonethanwould otherwisebenecessary
Thisis particularlytruewhenengagingn scientificwork, wherethereis ademand
for preciseanddetaileddocumentatiomf boththeresearclprocessandthemethod
usedin thework. Continuousote-takingcanalsohelpto revealanythingwhichis
trivial and poorly thought-out in the research process itself.

It is alsoto thestudent€advantagéo addto thebibliographicainformationabout
the booksand essaysusedin the papercontinuouslythroughoutthe processof
conductingheresearcl{Thisis discussednh moredetailin Chapter3). In thisway
thestudentvoidshavingto doalot of extrawork attheendof theassignmenivhen
looking up the referencematerialonceagainin orderto createthe bibliography
Throughwriting continuouslythe studenis ableto createaform of self-dialoguea
processvhichoftenleadgo betteresultasvhencompletingheassignmeniThemost
importantadvicethat the studentcan receiveas regardsmanaging the writing-
processtselfis:

¥ Begin writing at the very start of the research process.
¥ Write in order to develop ideas and test your thoughts.

¥ Make preliminarydraftsanddo not be discouragedf at first you areunableto
formulate efectively what you want to say

¥ Takenotescontinuouslyduringthedifferentstage®f thework, andincludeboth
how and why the research was conducted in this fashion.

¥ Makesurealwaystowrite downtherelevanbibliographicainformationonthose
booksandmaterialsghatyou usein theresearctwhile theyareavailableto you.
In thatway, whenyou havefinishedthe researchthereferencdist will alsobe
complete.

Whenyouwrite,readwhatyouhavewritten,andthenrewrite,youwill begintonotice
thatthiswill makethingscleareitoyou, bothin termsof howyoushouldconducthe
researchhutalsoin thepresentationfthemateriain thepaperAt thesameimeyou



createghefoundatiorfor awell conductedesearclstudyandthepapeithatyouwrite
for theassignmen(This paperis theonly realevidencghatyou haveconductedhe
researchlt is with thewriting of this paperthatthis bookletis primarily concerned.

1.3 How to Create a Good Paper

Thepaperthatyouwrite is theonly evidenceof yourwork which canpossiblyreach
alargeaudiencelt is thereforemportantthatyou createa papemwhich doegustice
to theamountandquality of theresearchhatyou haveconductedin otherwords,a
goodpaperThecriterionby whichto defineagoodpaperis thatit accomplishegs
taskin thesituationwhereit is to beused.Thestudentwho produceghe papemust
thereforealwaysbeginwriting by makingclearto himselfthesituationin whichthe
papelisto beused Somequestionto whichthestudenneedso find answersn this
processare:

¥ Whom does the paper seek to addressbwhat fariget audience?

¥ Why is the paper being writtenbwhat is siva of the author?

¥ Whatis theaudiencejoingto usethepapeforbwhais theaudiencefeason for
reading the paper?

¥ Arethereanygoodguidelinegofollow in producingboththecontenandformat
of the paperbwhagpe of paper is it?

Theseare someof the factors which are importantin determiningthe type of
communicatiorsituationwhichis conveyeddy theessaylt is the conceptiorof the
typeof situationwithin whichthetextis to communicaténformationthatdetermines
boththecontentstructureandmeanf expressiomsedn theessayWhenworking
with the text the studentshouldgive consideratiorto the type of communication
situationwhichis relevanto theessayln orderto determinghefunctionalityof the
textin thegivensituationit is necessaryo engagen moredetailedstudyof thetext
itself. This requiresthat the studentview the contents of the essayfrom several
differentperspectives:

* Choice of Contents: Is anythingmissing?s theretoo muchof anything,which
should then be edited?

» Disposition: Are the contentgresentedn aclearandlogical fashion?

* Context: Isit easyfor thereadeito understandvhattheauthorwantsto convey?
Do the diferent elements of the text fit well together?

While anessays writtenprimarily for its contentseverytextalsocontainsasoneof
its elementsheform in whichthecontentarerevealedA writtentextmusthaveboth
alanguageandatypography Thatis theform thatthereadeffirst encountersandit
iswith its aidthatthereadeiis ableto understandhecontentof theessay Poorlay-



outandappearancmakethereaderisuspicioussto thecontentof theessayaswell.
Theskilful writer alwaystriesto choosdanguagendtypographyfor theessaysoas
to addcoherencendclarity to its contentsin working on atextthe studentshould
pose the following questions:

* Language: Is thelanguagecorrect?s it understandablandeasyto read?Is it
straightforwardandclearoesit expresshemeaninghattheauthomwantsto put
forward?

* Typography: Isthetextof theessayappealingotheeye?sit easyto understand
the structure of the contents from the typographical signals given in the text?

Therearemanydifferentelementsvhich contributeto the creationof a goodtext.
How shouldonework soasto createanexcellentproduct?n recentyearsteachers
of writing haveincreasinglydescribedwriting asa processwith severalspecific
elements:

¥ Decide on the task at hand, define the communication situation and the topic.

¥ Collectmaterial,for examplethroughfinding out whathasbeenalreadysaidor
written about the topic.

¥ Sift throughthe materialto eliminatethatwhichis irrelevantto thetaskat hand.

¥ Structurghetextby decidingwhatshouldbeincludedandin whatorderit should
be presented.

¥ Formulate, or in other words, draft the text.

¥ Edit and make those changes in the text which make the essay work better

¥ Polishandensureahatthetextis attractive andthatthetypographyandlanguage
are consistent and free of error

The studentshouldnot considerthe abovelist of elementsaschronologicalin the
sensehatthewriter shouldwork ononeelementtatimeuntil it iscompleteandthen
moveon to the next. It is true thatall writing shouldbeginwith the first element,
definingthetopic andsituationfor thetext,andthenendwith thelastelementthat
of polishing the presentatiorand typographyof the text. However as hasbeen
mentionedpreviously it is importantto beginwriting at the very beginningof the
proces®f creatingheessayTheelemenbf Oformulating€alsoimportantonceone
hasdeterminedhe task at hand.During this processof writing, the studentwill

constantlyarrive at betterideasabouthow to improvethe presentatiorf thetopic.

Thereforat isimportantimeandagainin theprocesso returnto textwhichhasbeen
alreadywritten. Forexamplejt maybethecasethatafteratimethestudentealises
thatit is necessaryo limit theinitial ambitionsof thetaskathand,or possiblythatit

is necessaryo acquireadditionalmaterial,or reoganisethe structureof the presen-
tationin thetextitself. Thisis possibleassuminghatthe studentlsoconsidersand

reworks the parts of the text that have already been written in the research process.



1.4 Writing in a Group

In theworkplaceit is commonthatseverapersonsooperaten the productionof a
text.Thisoftenoccuran researcltiasksconductedittheUniversityaswell. Themain
requirementor thistypeof groupworkisthatall personsreresponsibléor thefinal
productandthatthereis novisible evidencewithin thetextthatseverapersonfiave
beenworkingtogethemontheresult.The studentmayinterpretthisto meanthatthe
studentsvho cooperateén writing apapemeedto sit andformulatethetexttogether
throughoutheprocesf producingthe paper Thatis notrecommendedsit is an
inefficient and very difficult methodof drafting the text. The formulation of the
languageof the text, in many casedrying to give expressiorto complicatedand
difficult concepts, is best accomplished individually

Thetextcreatedhroughgroupwork shouldinsteadbeorganisedasaresultof the
interplay betweencollective andindividual efforts by the studentsTheideais to
engagen collectiveworkwhenthisis of benefitin theresearclprocessin suchaway
thatit improveghequality of thetext. Thismeanghatoneof thetasksof groupwork
is to providethe meanf discussinghedifferentelementf theresearchvith the
otherstudentsgecidingwhatshouldbedoneandhowthework shouldbedelegated
amongsthe studentsin connectiorwith the mainelementof thewriting process,
groupwork shouldconsistof:

¥ Deciding on the task and defining the subject.

¥ Discussingvhatmaterialsneedto be collectedanddeterminingwhich material
each person in the group is to be responsible for collecting.

¥ Organising and sifting through the material which is collected.

¥ Discussingvhatthefinal textofthepapershouldooklike anddividingupthetask
of formulating differentpartsof the paperamong the differentpersonsan the
group.

¥ Reworkingthe completetext by discussinghe textswhich the groupmembers
have written, and deciding the appearance of the final product.

¥ Polishing the text so as to ensure that the final text is appealing to the eye.

Eachof theindividual membersof a work group hastwo mainresponsibilitiesto
searcHor specifictypesof materialandto formulatedraftsfor differentpartsof the
final textof thepaperIn orderfor groupwork to berewardingonefinal elemenis
necessarnn theresearclprocessThegroupmustestablisra commonscheduleon
which the work is to be completed and eachmemberof the group mustcommit
himselfto following thescheduldor completionof thepaperWhendevelopinghe
schedulet isimportantto considethatthereworkingandeditingstageof thewriting
processvill requireconsiderablémeif thepapeiisto beof goodquality. Experience
showshattheachievementsf awell-functioningwork groupcaneasilybesuperior
to whatcanbeaccomplishedby anyoneindividualon hisor her own.Thereverse
isalsothecaseabadly-functioningvork groupcreatespoorproductin comparison
with the possible achievements of individual members of the group.



1.5 Supervision of Essay-Wing

The compositionof an essayis a piece of independent work. The authorsmust
themselvedormulatea suitableresearchask,work out comprehensivéheoretical
andempiricalmaterial,andproduceareportontheirinvestigationsn theform of a
writtentext. Comparedvith Oreadingoursesthis oftenplaceshigherdemand®sn
thoseconcernedasregardgheir fixity of purposeandworking discipline. Onthe
otherhandit is a matterof greatsatisfactiorto themto knowthattheessayis, from
beginning to end, the result of their owifoets.

Thestarting-poinandbasisfor work ontheessaynustalwaysbetheknowledge
and proficiency acquiredby the studentduring previouspracticalandtheoretical
courses.Supportfromtheteaching-stdfin theessaycourseconsistprimarily in the
appointmenby theinstitutionof aessaysupervisaor (In certaincase®otherteachers
onthecourseor theessay-secretaganactasassistansupervisors)n additionthe
students are given complementary instruction in the methodology of essay work.

The objectof essay-supervisiois chiefly to ensurethat the tasksauthorsset
themselvearepracticablasregardsheproblemsthemateriabndtheworkinginput
required. In addition,throughdiscussioraboutthe questiongo be posedplanning
andarrangementndtheoryandmethod the objectof supervisiommustalsobeto
ensurghatauthorswrite thebestessaysheyarecapableof. It is notthetaskof the
supervisotto reador commenton long manuscripts.Nor shouldtherebeany prior
checking of the finished essay

Responsibilityfor theconductof work ontheessayandthefinal productthuslies
with the student. The superviso® taskis to provideadviceandsupportby giving
views and instructions about the planning of work on the essay

Essaysupervisions providedpartly throughcollectivesupervisiorat planning
seminar®r onothersimilaroccasionsandpartly throughindividual supervisionn
the courseof personaldiscussionwith the supervisor The arrangemenof essay
supervisionvariesfor differentcourselevels and differentsupervisors. It is not
thereforgossibldo giveanydetailedyeneratiescriptiorof thesupervisiorprocess.
But the following elements should normally always be part of essay supervision:

¥ Supervisiorbeginswith atleastonepreparatory individual discussion between
theauthorandthesupervisoabouthewayin whichthethemeof theessayshould
beformulated.

¥ Authorsmustwrite a plan of the essay in whichtheypresentheproblemonwhich
theyareto conductresearclandsketchoutthearrangemertheyenvisagédor the
essay (the theoretical basis, the method and the research material).

¥ Theessayplanis consideredtseminar atwhich authorgeceivecomments$oth
from the supervisor and from the other authors in their group.

¥ At alaterstageheremustbetheopportunityfor atleastoneindividual follow-up
discussion with thesupervisowho mustthengive additionalrelevantadviceand
check that the work is proceeding in accordance with the plan.
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The amountof supervisionis determinedby the Departmentaimanagement
committean thebudget. Thesupervisomustattendio anumberof taskswithin the
allottedtime-frame. In practicethat meansthat a good deal of the time mustbe
devotedo generapreparatoryvork, readingessayplans,andconductingseminars.
Thetime availablefor individual discussiorwith the supervisoiis thuslimited. As
hasalreadybeemmentionedmostsupervisorsetasiddimefor atleastwoobligatory
sessions of that form of supervision.

Thereis howevemo standardormulathatfits all authorsof essaysif thework is
goingwell, contactwith the supervisotbecomedessimportant,but if progresss
difficult theremaybeneedfor morecontactwith thesupervisar Thoseauthorsvho
would like morecontactwith their supervisothanis allowedfor in the plan must
themselvesaketheinitiativetoarranget. Thesupervisowill bereadytodiscusany
problemghatmayhavearisenn connectiorwith thework. Butfor practicareasons
thesupervisohimselfor herselfcannogetin touchwith theauthorgo checkonhow
work is proceeding.In orderto usetime to the best,authorsmustalwaysprepare
themselveshoroughlyfor discussionsvith their supervisoandmusthaveworked
out in advance a number of questions or problems to be dealt with at them.

Nor is thereanystandardor individual supervisiorwhich suitsall supervisor®
there are different OsupervisiostylesO. Somesupervisorsprefer to give advice
chiefly throughoral discussiorwith thosewriting essaysoptherspreferto do soby
makingwrittenor oralcomment®nshortwrittennotesromtheirresearcistudents.
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2 TheScientificPaper

2.1 The Means of Communication

Thetype of essaywhich is of centralconcernin the following pagess thatof the
scientific paper This methodof communicatingscientific ideasis structuredas
follows :

¥ Theessayomprisesreportof thework whichtheauthorhascompletedandthe
aim of theauthoris to describehe method materials andresultsof thework in
question.

¥ Theessayhasasits intendedaudiencehosewith asimilardegreeof educatioras
theauthor butdoesnotassumehatthereadehasprior knowledgeof thespecific
work being described.

The potential audiencecan be divided into severalcategoriesin regardto the
productiorof papersvhichariseasapartof theprogrammeor coursevork. Thefirst

categorysof coursahefacultytutorfor theessaytheexamineythepotentialkeminar
opponentsfthepaperandtheotherstudent®nthecourseofinstruction Butapaper
writtenasapartof coursevork mayalsobeof interesfor aconsiderablyvidercircle

of readersthosewho comprisethe professionalsvithin theissueareaaddresseth

the paper Many subjectsin political scienceoften also containinformation and
analysisof interestto personsoutside the immediategroup of specialistsand
professionalén agivenarealt is importantthattheauthortaketheexistenceof this
wider audiencanto accountwhenwriting the essayA writer doesnot benefitby

unnecessarilyimiting thescopeof hisor herpotentialreadership.

¥ Therecipientreadghepapemprimarily to acquirenformationonthetypeof work
thathasbeenaccomplishedl'heexaminelandopponenhaveaspeciatolein this
regarditheyarerequiredto readtheessaysoasto beableto judgethe quality of
thework. Otherreadersof the papemreadfor their own sake to learnsomething
specific aboutthe topic underinvestigation,or to improve or build uponthe
findings and analysis in the paper as part of their own work.

¥ Thetypeof essayf concerrhereis onewhichis of awell-definedength,andhas
anestablishedtructureandtextwhichis easilyidentifiable.It distinguisheg#self
from otherformsof essaygrincipallyin its demandor independentesearclon
thepartof thestudentandin therequirementhatthesourcesandfindingsof the
research be independently verifiable.
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To summariseghe aboveinformation:the essaybeingdescribeds a written report
whichdemonstratetheresearcltapabilityof theauthor It is atextwhich shouldbe
informative,andreadabldy personsvho havesomeknowledgeabout,andwhoare
interestedn, theissueghattheessayonsidersilt is alsoatextwhichis of aspecific
kind; which meanghatit shouldhavea certaintype of structureandfulfill certain
minimum requirementsThe recommendationandadvicein the following pages
specificallyaddresghe structureto be usedandthe requirement¢o be metwhen
writing a political science research essay

2.2 TheWell-Constructedssay

Thework of constructinga well written essaycanbelikenedto the constructiorof
ahouseln bothcasenemustbeginby consideringvhattype of productis going
tobecreatedyhatit isgoingto beusedor, andwhois goingto useit. Thedescription
of theinitial phaseof thework, andthe importancethis hasfor the entiredrafting
process, has already been discussed in the previous chapter

Theactualconstructioritakesheform of makinganoutlineof theessayselecting
possiblesourcematerialsandasubjectandthenformulatingthefinal productn such
awaythatis bothasappealingandfulfills its functionaswell as possibleThis sub-
sectiongives instructionson how to producethe outline. In other words, what
structuralelementsthe scientific essayshould contain, the content,what type of
materialshouldbediscussedh eachpartof thepaperthetypographicalayout,and
the importance this has in describing the contents of the.paper

While thedifferencedbetweertypographicalayoutsmayonappearancdisplay
onlyslightfunctionaldifferencesit isimportantfor thestudentorealisethatboththe
writer andthereadeiof theessaypenefitfrom anestablishetlypographicastandard.
This is one reasonwhy professionaljournals and magazinegyive very precise
instructionsas to the typographicalform of submissionsfor publication. The
instructionsbelow aregivenwith the aim of providing just sucha standardor the
writer of the essay The questionof typographicallayout has beenextensively
discussetdy bothcourseanstructorsandfacultypaperadvisorsandshouldoeviewed
by thestudentasastandardor essaysvrittenin theDepartmenof Political Science
atLund University.

As pointedout earlierin this booklet, the department«specialessaytemplate
containgpreconfigurationshatsimplify theeditingof theessayTheeasiestvay to
follow theguidelinespresented bel ow i stodownl oad thetempl atefrom thedepartment«s
homepage and use this while writing the essay

2.2.1 The Structural Elements of the Essay &héir Content

A separatetitle page should be included with the paper This should contain
informationaboutwhereandonwhatcoursehepapewasproducedandinformation
aboutthe essayitself. This information should be displayedon the pagein the
following format:

13



Lund University Course (e.g. STVKI)
Department of Political Science Term(e.g.Spring2008)
Supervisor

EssayTitle

Author(@ Name.

In Appendix 1 is given an example of a title page which follows these instructions.

Immediatelyafterthetitle pagetherefollows a pagewith aso-calledabstract (a
shortsummary)f thecontentof theessay Thissummaryis animportantpartof the
essay It isthatwhichthereadeffirst meetsandin manycasest determinesvhether
therestwill bereador not. It mustbeacompletelyfree-standingextwhich canbe
readby itself, evenby thosewho do notreadtheessayasawhole. It musttherefore
summariseeverythingof importance,and must not of coursecontainany new
material.lt mustonnoaccountonsisof anumberof sentencebfted from themain
textandstrungtogetheybut mustbe formulatedindependentlyn its ownright. It
mustenableanyonepicking upthetextto seeatoncewhetherit is of interestor not.
It isimportantto highlightin it theoutcomeof theresearclundertaketout,sincethat
itself depend®ntheapproacladoptedthereademustalsobegivenbrief detailsof
the purpose,theory method and material. A well-written abstractthus gives
informationaboutall centralelementsn thescientificanalysis.Notethatthenature
of thisintroductorysummarydifferssignificantlyfrom thesummaryof conclusions
whichmustappeain thefinal chaptenf theessay Theseatthe41D60and61D80
pointlevelshouldcontainanastractn English,150D20@ordsin length.In Appendix
2 there some examples of good abstracts.

In additionto the abstractthe authormustprovidefive keywords, wordsthat
relateto thecentralagumentsandideasdealtwith in thepaperThekeywordsmake
it possiblesearctior theessayn theXerxesdatabaseracademictextdt istherefore
important that t they give some general idea of the content of the essay

Immediatelybelowthekeywordstheauthorshouldpresenthelengthoftheessay
expressed in the numberdfaracters, including spaces, of the main text.

At the beginningof the mainbody of text of the papertheremustbeincludeda
table of contents. Its purposds to providethereademwith anoverviewof themain
titles of the chaptersand,in sodoing,to showthe structureof developmenbof the
paper This shouldalsobe describedn suchaway thatit is easyfor readerdo find
whattheymaybelookingfor in thetext. Thetableof contentshouldincludeall the
titlesin thesubsequemagesf theessayincludingthosen thebibliographyandin
any appendicesThe pagenumbersaswell astitles shouldbe shown.Beforeyou
submitthepapemakesurethatall thetitles, pagenumbersandtitles within thetext
correspond with one another and are given in the table of contents.

14



Thelayoutof thetableof contentshouldbesuchthatthereadercaneasilyseehow
thedifferentchaptetitlesrelateto oneanotherForadetaileddescriptiorof this,and
the acceptabldorm of the titles seesub-sectior2.2.3below Appendix3 contains
examplesof possiblelayoutsfor thetableof contentsThetableof contentsof this
bookletwill alsogive you a goodexampleof whatis requiredof the student.The
department«essaytemplatecontainsblueprintsthat makeit easyto constructa
correct table of contents

After thetableof contentsomeghemain body of textof theessayAs hasbeen
saidabove this shouldincludeadescriptiorof thepremisesiponwhichthework is
basedtheactualresearcltompletedandtheresultsor findingsof theresearchThis
shouldbedescribedn suchaway thatthereaderasa clearperceptiorof howthe
currentessayrelatesto previousresearchn political scienceandthatit is possible
to verify independentlythe work thathasbeendone.To fulfill theserequirements
therearesomebasicguidelinedor writing anessaywvhichthestudenimayvaluable
to consider:

¥ Present the political science problem which is to be investigated.

¥ Describe the previous research on the topic.

¥ Specifythepurposeof theessayin otherwordswhataspect®f the problemthe
essay will in fact address (what questions will be answered).
Presenthepolitical scienceheoryor theoriesvhich providetheinitial approach
to thesubjectmatter

Describe the methods used and justify the choice of method.

Describe the principles used for the collection of the research material.
Describeandanalysehematerialcollectedandpresentheresultof theresearch.
Offer conclusions and discuss them.

Present suggestions for future research in the area.

#H

KK K K K

Theabovélist shouldnotbeseenasafixed templatewvhichtheessayshouldadhere
to, butratherasausefulsetof suggestionsf whatto includein anessayThedifferent
researchissueswithin political sciencevary widely andthereforeit is impossibleto
provide a generaldescriptionof obligatory elementsn an essayHow the author
constructghe paperandwhatelementsareincludedthereindependon the subject
matterunderconsideratiomndthetaskathand.Thecarefulauthorwill find it useful
to eliminatethosetemsfrom theabovdist thatareirrelevantto thebasicaimsof the
paper

Accordingto thetraditionwhich hasdevelopedor reportingscientificresearch,
thedifferentelementof theessayshouldin generabegivenasin theabovelist. In
recentyearstherehasbeensomecriticism of this orderingof elementsThecritics
havepointedoutthatthismethodrelegatesheinterestingindingsof theresearcho
thelatterpartof theessayThisis thoughtto makeit difficult for thereadetto sustain
interestin the paperthroughoutthe detailed descriptionof the motivation and
methodsusedfor the researchlinsteadit hasbeensuggestedhat authorsusea
successivenethodThisin effectmeanghat,asin themethodusedoyjournalistspne
putsthe mostinterestingmaterialfirst andthenproceedgo describeherestof the
material as demanded by the subject matter
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Theremaybe somevalidity in this typeof criticism, particularlyin regardto the
suggestiorthat is nevera goodideato exhausthe readef patience put several
considerationsautionagainsadoptinghisnewapproachTheestablishedpproach
is in principleconstructeahronologicallyandhenceonecanreadily follow it and
orientateoneseliwithin it. If theelementsrepresentedlearly readershouldeasily
beabletofind thosepartsof theessayvhichtheyconsideof mostinterestWhatthese
areshouldalreadybeapparento themfrom thedescriptiorof theessayprovidedin
theAbstract. Whatthe authorof the essaycando, howeveris to considercarefully
howto maketheintroductoryandmethodologicapartsof thepapemoreattractive
to the reader

Theactuallay-outof the essaymusttakeinto consideratiorihe specificsubject
matterunderinvestigation Whatthe authorof the papemustalwayskeepin mind
is that the differentcomponentf the papermustcombinetogetherin a logical
fashion.Theaimsof theessaynustbeconnectedvith theproblemwhichtheresearch
is to addressTheories methodsandthe principlesof materialcollectionmustbe
capableof beingappliedto producehedesiredresult. Theresulthasto besuchthat
thestatedaim of theresearclis achievedandthe problemstatedatthebeginnings
addressed.

Theintroductorychapteiis animportantpartof theessayit is herethattheauthor
shouldengagéhereade@interesin thesubjecmatteraswell asintroducethemajor
focusof theresearchanddescribethe structureof the presentatiorf material An
introductionwhichis bothwell-structurecandwell-writtenis notjustanassetor the
readerbutis alsoof greatassistanceo theauthorduringthecourseof producingthe
essayWhatis writtenin thebeginningof thepapelis whatdetermineshediscussion
which follows. In Appendix4 introductionstakenfrom Bachelof8 and Maste®
theses are given as good examples.

Theconcludingchapteiis anequallyimportantpartof theessay In it, theauthor
mustdrawtogetheithethreadg$rom thevariousanalyticalsub-sectionsf theessay
andpresenaroundedansweto theproblemsandquestionsormulatedattheoutset.
In additionto drawing conclusionghe authorshoulddiscussand problemisethe
resultsof theanalysisn abroademperspective F-orexamplethewriter maypropose
that further researctbe undertakenn the samefield or or discusswhethermore
generatonclusionsnightbedrawnfromtheresultarrivedatin theessayA Maste 3
thesismustnaturallyrevealgreatembility to discussandproblemise¢heconclusions
thana Bachelof3 thesis.

After the mainbody of text therefollows a bibliography, which is alist of the
scientificworksandothermaterialthattheauthorrefersto within the mainbody of
theessayThereexistawide varietyof principlesfor theformatof thebibliography
or referencdist. An authorshouldbepreparedo adjustto thenormswhichapplyto
thetaskathandTheinstructionsvhichapplyto political sciencepapersarepresented
in Chapter3.

In addition to the obligatory elementsa papermay of coursecontain other
componentsastheresearclunderconsiderationmayrequire.Materialwhichis too
detailedor inclusionin themainbodyof theessaybutwhichis otherwiseanecessary
elementinthecompletepresentation of theresearch, may beplacedintheappendices.
Theappendicethemselvesrenumberedasarethe pageswithin them,preferably
in sequentiabrderin relationto the mainbody of text. It is alsoarequirementhat
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thereshouldbeareferenceo eachappendixsomewheravithin themainbodyof text
of theessay(otherwisethereis arisk thatthereademayoverlookthefactthatthere
is an appendix)

Academicdissertationscommonlycontaina preface. This is placedbeforethe
actualmain body of text (immediatelyafter the table of contents).lts purposeis
primarily to thankthosewho havebeenof assistance&o the authorin his or her
researchandit is theonly placein ascientificpaperin whichanauthormayaddress
personalrelationshipsin essayshe prefacefulfills very little function, and any
expressiorf gratitudefor assistanceanbeplacedin afootnoteonthefirst pageof
the main body of text.

Sometimest may be necessaryo havea list of notations which describethe
abbreviationsandtablesusedin the essaylf soit is placedbetweenthe table of
contents and the main body of the tekhat applies appropriately also for maps.

2.2.2 TheTypography of the Maiiext

Thefirst impressiorgivenby atextis important.Evenbeforeactuallyreadingthe
paperthepotentialreadelis affectedby thetypographicaformatof thepaperitself.
Thisgivesapreconceptionf thetextandtheauthor Beforetheadvenof computers
therewereexpertsecretariesn mostareasof working life who wereableto impart
aclearandattractiveappearanct eventhe pooresjuality manuscriptsThattime
is pastandpolitical scientistshemselvesustbepreparedo takeresponsibilityfor
the typographical appearance of their texts.

To make things easierfor both the writer and the readerwe have provided
instructionsas to the properformat of political sciencepapers.This instruction
bookletis itself written in accordancavith thesecriteria,andthereforeservesasa
usefulexampleof the desiredtypographicaformat. The guidelinesare relatively
generaland shouldbe adjustedto the specificword processingprogramthat the
studentuses:

¥ Thesizeof thefontshouldbel2pointTimesor theequivalent( Beawarethatthe
size of the font may vary betweentwo differentfonts 12 point New Century
Schoolbook is for example equivalent to 14 pdintes.)

¥ The magins on the page should be about the same size, about 3.5 cm each.

¥ Theline spacingshouldbethefont sizeplus20%, in thiscasel5 points.(Do not
usethe quick-choiceoptionsavailablein your word-processingrogram,since
theydonotgivethecorrectline-spacing.You mustyourselfsettheline-spacing
at exactly 15 points).

¥ Above and below the text on the page there should be a space of about 2.5 cm.

¥ Thetextmustbejustified,i.e. bothleft andright mamginsmustbealigned(usethe
optionsin theword-processingrogram). This meansalsothatyou mustalways

hyphenate the text, otherwise the finished result will not look right.
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Inmoderrword-processingrogramsherearemanytypographicatievicesavailable
tomarksomethingvhichneed$o beemphasiseth thetext. Butdifferenttechniques
shouldnotbemixed,or theimpressiorcreatedwill beugly andmuddled. Thereis
virtue in simplicity and consistencyof choice. In the first instanceuseitalics to
emphasisendividualwordsin thetext. (If, contraryto expectationyouneedto use
two differentmethodf emphasisingvordsin thetext,you canin additionusebold
type.) It is quiteintolerableto resortto underliningor capitalletters). Underlining
doesnotlook goodwhenusedwith mosttypesof font, and,contraryto whatmany
believe textwrittenin capitallettersis muchmoredifficult to readthanthatwritten
in lower-case.Becausall capitallettersarethesamesize- therearenoupstrokeor
downstrokegoingaboveor belowtheline (as,for examplewhenb, d, k, t andg, |
andp arewrittenin lower-case) it becomesnoredifficult to readindividualwords
quickly. Moreover it is not so clear where a new sentence begins.

2.2.Developing the Structural Foundations of the Essay

An academi@aperis generallyademandindextfor thereaderTheindividualswho
comprisethe intendedaudienceof the essayare of coursepractisedprofessional
readershuttheyareoftenpersonsvhohaveverylittle timeattheirdisposalToappeal
tothisreadershijit is necessaryo enablehemto orientatehemselvesgjuickly in the
material and to find what they seek by way of information.

Thewell constructedextis madeup of severakey building blocksof different
sizesandgivesaclearindicationof whatthesearethroughtypographicaklements.
Thesmallesbuilding blockin thetextis thesentence, atextstructurewhichbegins
with a capitalletterandendswith a punctuatiormark (full stop,questionmark,or
exclamatiomimark).Thesentencesanimportantstructuraklementvhenweread We
assumethat every sentencecontainsa completethought,and that a new idea or
argumentbeginswith a new sentence\When this patternis brokenthe reading
becomedlifficult.

Thenextstructuralunit onthescaleof elementss theparagraph. Normally this
containseverakentenceall of whichhavesomeaspecbf theircontenin common.
Paragraphsanbedistinguishedn two ways:eitherby ablankline betweerthemor
by anindentatiorfrom theleft atthebeginningof theparagraphTheformermethod
is recommendedor typewrittentext, the latter for publishedbooks.The recom-
mendation for paragraphs in political science papers can be summarised as being:

1. Divide your paragraphsn sucha way thatthe readeris given assistancen
determining how sentences hang together

2. Think of a sentenceasrepresentingpne type of structuralcontentandthe
paragrapltanotherlt is thereforeonly exceptionallythata paragraptshould
consist of a single sentence.

3. Indicateanewparagraplwith anindentation Never begin merely with a new
line. If theprevioussentencéills theentireline thenthefactthatthereis anew
paragraph will not be visible to the reader
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4.  Theindentatiorshouldoebigenougho createanemptysquareatthebeginning
of thesentencgatleast0.5cm). Neverplaceanindentatioraftertitles, tables,
examplesandillustrationsof varioussorts,wherethe text is followed by a
blank line.

5. An attractiveway to formulateparagraphss to allow oneof the sentenceso
summaris¢hesubstancef theparagraplfoftenthefirst or lastsentencén the
paragraph)ln thefollowing paragraphhefirst sentenceserveshis function
perfectly:

(1) Onlyasmallpartof theinformationthatthemassmnediaandjournalistsuseis
basedon directexperienceandobservatiorof eventsor situationsthatareof
interestto them(Hvitfelt/Mattson1992p. 137).In mostformsof the mediait
isthedifferennewsbureaushatarethenormalchanneld$or internationahews
(Hadenius/Wibull 1993p. 249).Anothermeansvhichthepresausedo cover
internationakventss throughtheuseof foreigncorrespondent&notherway
foramongsbtherghepresgo collectinformationis by usingthearticleservice
bureaughat,for examplethelarge quality newspapers the USA andGreat
Britain provide.Thearticle servicebureausunctioneveninternationallyand
can therefore be used by the Swedish press.

The nextstructuralfeatureon the scaleof elementsvhich form the contentof the
paperwe call asub-section. A sub-sectiomormally consistof severaparagraphs
andcanbedistinguishedn thetextin differentways.In scientificpaperstiscommon
to givetitle headinggo thedifferentsub-sectiondgn otherwords,title headingsare
placedon a separatdine of their own betweersub-sectionsf the continuoudext?
When onewritesalonger text it may be necessary to use even larger structural elements
thansub-sections: sections andchapters. Thesearea soprovidedwithtitleheadings. This
means that atext can havetitle headings at different levelswithin the paper.

If theuseof title heading®f sub-sectionss to haveanypointtheremustbemore
thanonetitle atthesamestructuralevel of the paper The papemustnotlook like
this:

(2) 2 The International Flow Ofelevision
2.1The ImportAnd Export OfTV Programmes
2.1.1 FilmsAnd Dramas OV
2.2Why IsThe Flow Unbalanced?
2.3The Efect OfThe Flow OfTV On Culture
2.3.1 DiferentApproachedo The Study Of Bects

Thesub-sectiomeadinggor 2.1.1and2.3.1areunnecessaiy anytableof contents.
Their contentis includedwithin section2.1 and 2.3 respectively since no other

1 Othertypesof headingsremaigin headinggplacedin theleft margins)andline headinggwhich
beginaline).
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subtitlesexistfor thesesectionslf onewereto look attheactualtextof thepaperone

would discoverthat both sections2.1 and 2.3 beginwith bodiesof text which are

without subtitles;sub-section2.1.1and2.3.1only coverlaterdivisionsin themain

sectionsWhat the authorshouldhavedonewaseitherto removethe sub-section
headingsitthelowestlevel,orto placeasubtitlebeforetheinitial bodyof textin each

sub-sectionWith the latter solution the sectionswould containtwo sub-section
headingandthewriter wouldbesignallingto thereadethattwo differentthingsare

addressed in each main section of Chapter 2.

An essaynaybeprovidedwith astructureof title heading®f atmostthreelevels.
Theseshouldgenerallybestructuredaccordingo thedecimalsystenwith anumber
for eachchaptereadingiwo numberdor sectionheadingsandthreenumberdor
sub-sectiomeadingsThetitles shouldbewrittenin normalstylein thesameont as
in the main body of text, but with differentpoint sizesdependingon the level of
structuralkelemeninvolved.If themainbodyof textis writtenin 12 point(asis this
text), we recommend using the following font point sizes for tHereift titles:

Chapter headings 24 point

Section headings 18 point
Sub-section headings 14 point

In the Political ScienceDepartment«essaytemplateyou find blueprintsfor three
levelsof headinglf youwork with thistherearetwo advantages: first, you only need
to think once about the appearance of the different typesof heading, and they will lways
comeout right; and secondly, you can then automatically create atable of contentsfor the
essay.

Chapterdeginon a new page,andchaptettitles arefollowed by five (5) blank
lines.Othertitle headingsreprecededby two (2) blanklinesandfollowedby one(1)
blankline.All theblanklinesshouldhavethe samespacingoetweerthemasin the
main body of text, in other words, 15 points.

In atitle headingall the wordswhich describesubstantivamaterialshouldbe
capitalisedthatisverbsadjectivesnounsandpropemamesaswell asthefirstword
in the title. The title headingsgiven in this booklet provide guidance After the
headingghereshouldbe no punctuatiormark: no full stop,andno colonor semi-
colon.Theonly exceptiorto thisis whenthetitle is formulatedasaquestionin that
case the title is followed by a question mark.

Theserecommendationt®r thetypographicaformulationof theheadingsapply
to thetitles within the main body of the text. Whenonegivesa descriptionof the
structural elementsof the paperin the table of contentsone can simplify the
typographyandinsteaddistinguishthe differentelementdy indentation( seethe
example iMAppendix 3).

A generalword of cautionis in orderfor the structuralelementsve havebeen
describingp Don®makethemtoo short! It is truethata text with long drawn-out
sentencespongparagraphstc.,demandgatienceof thereaderManyauthorshave
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thereforadrawntheoppositeconclusiorthattheshortethesentenceandparagraphs
they write, the easierthe text will beto read.Thatis notthe caseA text doesnot
becomeeasielif the sentenceqaragraphssub-sectionssectionsandchaptersare
veryshort.Experimentatiomasshownthatatextwith anaveragesentencéengthof
ninewordsis hardeito readthanonethahasanaveragesentencéengthof 13words.
Themostimportantreasorfor thisis thatshortsentencebreakupthecontentof the
essayoomuch,andmakeit difficult to readfluently. Thesameproblemoccursf the
paragraphsreshortandthe sub-sectiorheadingdall overoneanotherwithin the
text.

It is unfortunatelyvery commonthatlittle spaceis left betweendifferentsub-
sectiorheading®tthebeginningof anessayThatis becaus¢éheauthoiplacesanew
title aftereachpointin thetableof contentsvhichshouldbedevelopedfor example,
theaims,problemsandconstraints)Thetextbenefitasvhenoneavoidsfragmenting
elementsvhichin factbelongiogetherObserveheneedor title heading®ylooking
at the example iAppendix 4.

If onewantsto avoidheadingsvhicharetoo closetogetheibutstill makeclearto
thereader that thematerial presented hasseveral distinct elements, onecandistinguish
thisfactwithin themainbodyof thetextin someway. Thisis whathasbeendonein
this sub-sectiorior examplewherethekeywordsaregivenin boldtype:sentence,
paragraph, sub-section, section, chapter.

2.2.4 The Length of the Essay

A verycommonquestiorwhichauthorsputto their supervisorselateso thelength
of essays.How long anessayshouldbe naturallydependsn partonthe scopeand
difficulty of theresearchask.Thereforeascientificessaytthegraduatéevelshould
besomewhatongerthanatthebachelolevel. At thesameime it mustbestrongly
emphasised that the quality of an essay depends not on the number of pages but on
whatis written onthem. The differencebetweera Bachelorthesisanda Maste®
thesisis relatedin thefirst instancenotto its lengthbutto the quality of its content.
At higherlevelsgreatedemandsremadeasregardshetheoreticafoundatiorofthe
work and the capacity for independent analysis it shows.

Thelimitationsonthescopeof theessayareexpressedsa maximumnumberof
characters/page3.herearemanygoodreasongor that. In thefirst place brevityis
in itselfacriterionof quality. Anyonewhohasevertriedto write areferencealetter
to the pressor anessayknowsthatit is mucheasierto write at lengthratherthan
briefly. Secondlythelimitation onlengthis of importancen thecontextof theessay
seminarNeitherexaminersorfellow-student®nthecoursecanbeexpectedohave
unlimitedtime attheir disposalwhentheessaysreto be considerecindjudgedin
the seminar Thirdly, it is an adaptatiorto the conditionsof reality beyondbasic
education Mostpeoplevhohaveto write in theexerciseof theirprofessiorcomeup
againstsimilar limitations on length. Not evena well establishedesearchecan
presenta fifty-page manuscripto a journal andexpectto haveit published. For
example, most scientific journals reject contributions more than 25 pages long.

Themaximumlengthof thedifferent typesof thesesisspecified onthedepartment®
homepage.
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As aroughstandardit maybesaidthatthereareapproximately2,800characters
perpageAn essayf 25pagewill thusnormallycontain70,000charactergthough
this mayvary somewhataccordingo how manyheadingstablesandfiguresthere
arein thetext). Thesimplestandbestmethodof calculatingthe essay€dengthis to
usetheWord Counttool availablein all modernword-processingrograms.Youcan
thenbe quite surethatyou havearrivedattheright result. Note thatthe numberof
charactershouldbecountedvith spaces. A lessprecisanethods to makeamanual
countofthenumbeiof wholepagesn themanuscripbf theessaydisregardindplank
spaces before a new chapter).

A common misapprehensioms that the instructonson the length of essays
represena minimumwhich canwith advantagéeexceededThetruthis theexact
opposite!Theinstructiongyiveamaximumuppedimit. Notethattheability to keep
within theframeworkindicateds alwaystakeninto accountn themarkingof essays.

2.3 Connecting

Look closelyat the following text. It consistsof four sentencesvhich havebeen
constructedorrectlyin which eachis to somedegreaunderstandabl® thereader
But asyou will no doubtquickly see,it is hardto determinethe actualmeaning
signified by the sentences when taken together

Whenreadingaloudit is easyto realisethattheeyealwaysis onestepaheaf oneévoice. The
assumptioris thata groupof newwordsandphrasesannot be handledasquickly. Justas
importanta questionis whetherl canactualizethe skills, the schemeshat| alreadyhave.
Japanese children seldom have &dlift time learning the basics of techniques of reading.

This little exampleillustratesa very importantrequirementor a goodsubstantive
text. It mustbeformedsothatthe connectiorbetweerthetext®differentelements,
in thiscasesentencess presentedlearly Throughtheuseof theform of thetext, its
languagendlayout,thereadershouldall thetime bereceivingsignalsthosewhich
makeit possiblefor him to understandvhat function the differentelementshave
within the text, in its entirety It canthereforebe saidthat the skilful authordoes
somethingn his or hertext. In thisrespectou shouldpayattentionto thefactthat
the instructionson the contentof the main body of text (sub-sectior2.2.1) are
expressedn termsof activities: analyse draw conclusionsspecify demonstrate,
motivate presentanddiscussAlwaystry thereforevhenwriting to makeit clearto
yourselfwhatyou wantto do in termsof a specificsentenceparagraphandsub-
section. Make sure afterwards that you have in fact done what you sought to do.

2.4 TheTitles and thd&ext

Thetitlesthattheauthomplacesn thetextarethereprimarily to helpthereadeto get
somedeaof whatthetextaddresse3.heseshouldthereforenotbeseeraspartof the
text itself. The first sentenceundera title headingis that which introducesthe
presentatiorandthereforeshouldnotbeformulatedn suchawaythatthereadehas
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to havethetitle in mindin orderto understandts substancdt shouldnotlook like
thefollowing:

(3) 2.5.1 The DomesticPolitical Power StruggleAnd UnhappinesdVith The
GovernmentThis canbe saidto be the biggestdomesticpolitical question
during the last half year which was the subject of this study

(4) 2.4WomenHold Up Half The World. This was how the new rhetoric was
expressed after the communist takeover

2.5 Tables, Diagrams, and Figures

Tablesand diagramsin a papercan fulfill both a pedagogicabnd an analytical
function. Presenting long list of numbersan a continuoudextis notgood,asthe
reademquickly losesall senseof orientation.If onewishesto describefor example,
the differentsizesof ethnicgroupsin thefive newstatesn CentralAsiathatwere
createdifterthecollapseof theSovietUnion,ortheamounif Swedistdevelopment
assistancen theyears1990to 1999,atableor diagramis aperfectpedagogicatool.
Thereaderacquiresherebyacomprehensivdescriptiorof thedata atthesameime
astheauthorof thetext merelyneeddo presenandcommenton thefactsthatare
importantto the analysisIf the essaydependsprimarily on empiricalmaterial,for
examplan thecaseof surveyresultor newspapearticlesthattheauthortashimself
collectedfablesanddiagramsreausefulwaytodescribenddocumenthenewdata
within the paper

Theuseof figuresin the essayservesprincipally a pedagogicafunction. It can
makethingsmucheasiefor thereadeif atheoreticamodelor organisatiorstructure
is illustrated by the use of tables or diagrams.

All modernwvord-processingrogramsavetoolswhichmakeit possibldo create
simple tables, diagrams and figures directly in the text.

A generalkule to follow is thattables,diagramsandfiguresshouldnot be self-
explanatory They mustalwaysbe complementedby descriptionscommentsand
analyse# themainbodyof thetext. Tablesdiagramsandfiguresshouldalwaysbe
clearly distinguishedrom the surroundingtext in the essayHere are somebasic
instructions in this regard:

¥ Theyshouldalwaysbeaccompaniedy anumber(preferablyarrangedby chapter
for example Figure 1.1, 1.2, 2.1, 2.2 etc.) and have clearly identifiable titles.

¥ If theinformationin atable,diagramor figure hasbeentakenfrom anothemwork,
the sourcemustalwaysquoted(that appliesevenif you haveyourselffurther
elaboratedhe original information). The referencenustbe givenimmediately
below the table, diagram or figure, in accordance with the following pattern:
Source:Sannerstedi994,page76. (In the next chapteryou will find a more
detailed description of how to use references in scientific presentations).
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¥ Inordertodistinguishtablesdiagramsandfiguresclearlyfrom themaintextyou
mustalwaysleavealine blankimmediatelybeforeandafterthem. (It is bestalso
to draw a solid line above and below each table).

InAppendix5 youwill find somegoodexample®f howtablesdiagramsandfigures
can be formed in the text.

2.6 Assessment Criteria

Whenessaysaremarkedanassessmeig madeof theway in which theauthorsof
essaydavemanagedthevariouselementsn theresearclprocessTheexamineputs
guestionsuchas:ls the problemwell choserandclearlyformulated?Is thetheory
on which the essayis basedapplicableandclearly stated,and doesit governthe
analysis?Is theessaywell executedasregardanethod?Are thereclearresultsj.e.
doesthe essayanswerthe questiongposed? Is therea continuousthreadrunning
throughit, i.e. doesit pursuethe problemssetoutin theintroduction?Is it lucidly
organised?ls the materialon which the essayis constructedsatisfactoryandis a
properaccountof it givenin the referencesandbibliography? Is the essaywell
written? Does the abstract give a good summary?

The mark OVSigodkSnd{Passedvith distinction] requiresparticularmerit in
severalof the above-mentionedspects.Attentionis alsopaid to matterssuchas
originality andindependenceand whetherthe researchtaskis intrinsically very
difficult. Theassessmeid correspondinglaffectednegativelywhen for example,
theproblemis notclearlyformulated thetheoryis notappliedin theanalysisthere
are obviousmethodologicakhortcomingsthe researchmaterialis thin, thereare
errorsin thepresentatiorandthetextis carelesslyvrittenandproof-read. Themark
achieveds alsoaffectedby the autho@ oral inputsduringthe seminars.Effective
contributionswhendefendingone®own thesisor opposingthoseof otherswill be
positivelyassessenh bothcases.

Thesameassessmemnfiteriaarethusappliedin relationto thesesatall levelsof
scholarship At thesametime therearenaturallyvariationsin how far thedifferent
qualitycriteriamustbeachievedor athesigobemarkedOGodkSndPassedprOVSI
godkSnd@Passedwith distinction]. Above all, the requirementdor powersof
originality andindependeranalysisandtheproperlyqualifiedapplicationof theory
in empiricalanalysis,are more stringentat the higheracademidevels. The same
assessmentiteriaapplyin principlealsofor paperswritten for OreadingoursesO,
evenif the applicationis somewhatdifferent dependingon the nature of the
examinatiortask).
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3 References

Scientific researchis really a kind of large-scaleteamwork. Every individual
researchefromthestudenttthebeginningof courseworkn political sciencedothe
full professorsmustworkin thecontextof alreadyexistingresearclin theareaThis
canmeanthattheresearcheacceptsnuchof earlierresearcliindings,theoriesand
ideasin theareaprisinsteactritical of earlierresearclandseekgo formulatehisor
herownresearclin awaywhichis differentfrom thatadoptedn thepastRegardless
of theapproacliaken currentresearcimustaddresshescientificmateriabvhichhas
beendevelopedoreviously This meansn effect thatoneneeddo usea variety of
different sources in order to carry out scientific research.

In thediscussiorwhich follows in this chapterthetermsource will beusedasa
generatlesignatiorior researcimaterial of whatevercharactemwnhichtheresearcher
thenusego completehescientifictaskathand We areawarethatby usingtheterm
source in thiswaywe aredeviatingfrom establishederminologicaluse particularly
in thecaseof historicalresearchywheretheuseof thetermsource hasamorespecific
usagethanthatwe give it here(traditionallya distinctionis madebetweerasource
and scientific literature).

In theuseof sourcesherearetwo requirementsvhichmustbemet.Readersnust
havea clearpictureof whatthewriter hasconceptualisedndaccomplishedn the
work,andwhatmateriahasbeeracquiredromthework of otherpersonsTheymust
alsohavea clearideawheretheycanindependenthacquirethe sourcematerial,in
caseheywishtolearnmoreaboutaparticularissuementionedn theessayor desire
to verify thecontentof thesourcemateriaffor themselvesl herearetwo techniques
thattheresearchemustknowhowto usein presentindnisor hertext. Theresearcher
mustbeableto makeclearreferenceso thosesourcesvhich havebeenusedin the
conductof theresearchAfter writing themainbody of thetexttheresearchemust
also give a detailedreferencdist which allows the readerto identify the source
material.

Eventheexperiencedesearchdnasto devoteagreatdealof timeto meetinghese
requirementsFor the beginnerthis taskis evenmore difficult, asthe studentis
unlikely to havepreviouslyencountereduchademandvhenwriting papersin this
sub-sectionvewill givesomegenerahdviceandinstructiongelatedothereference
techniques used in political science research.

In principleonecanuseasourcen two wayswhenproducingatext. Theauthor
canrefer to thecontentsjn otherwords,repeatwhathasbeenstatedn theoriginal
textin hisor herownwords,or theauthorcancite , directly repeatvhatis writtenin
thesourcematerial.In bothcasesheauthormustmakeareferenceo asourceatthe
pointin thetextwhereit isusedseesub-sectiord.1)andgiveacompletedescription
ofthesourcgseesub-sectior.2).In additiontherearespecificruleswhichtheauthor
shouldfollow in makingreferencdo a source(seesub-section8.3and3.4)andin
relation to citations (see sub-section 3.5).
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3.1 Referring to Sources

An authorwho hasuseda sourcemustcommunicatehis factto thereadernn some
fashion.In makingreferenceo atextwhich is the solesourcefor theresearchhe
solution is simple: begin the reference by presenting the source itself.

A researcherhohaswvorkedoncompletingascientificpapeislikely tohaveused
manysourcesFor this reasonit is usuallynecessaryo employa moredeveloped
referenceechniquahanthatusedor asinglesourceln scientificpresentationthere
arevery clearandstrict requirementsboutthe needto makereferenceso sources.
Theauthoris responsibléothfor providingadescriptionn thetextasto wherethe
materialwasacquired andfor providingalist of sourcesisedin thetext: thislist is
placedafter the main body of the text (seesub-section3.2). There are several
traditionsthathavedevelopedn this area,andthe resultcaneasilymakeeventhe
most experienced researcher unsure how to fulfill both requirements in practice.

Thetraditionalscientificway of notingasourcds to usefootnotes (theso-called
Oxford system):

(5) Onecandistinguistbetweertwo differenttypesof long-termmemory:episodianemorywhich
relateso thememoryof eventsandsemantianemory whichrelateso oneéknowledgeabout
the world?

At thebottomof thepageheinformationin thefootnoteis givenassuch:authortitle,

yearpublishedandif necessaryhepagenumberin somebooksthenotesareplaced
in the end of the chaptersor the book, ratherthan at the foot of eachpage.The
collectionof footnotesat the endof chaptersor the book makesit difficult for the
readey however andit is thereforenot a recommendegbractice.Eventhe most
conscientiouseadettiresof constantlynovingbackandforth betweerthetextand
thefootnotes.

Footnotesarein generahotthoughtvery practicalfor eitherthereaderor writer
of anessayThefootnoterequiresoneto breakup theflow of thetextwhenreading
andproceedo readthenoteatthebottomof thepagein orderto learn whatthenote
containsin atextsuchasthatwhichfollows, thereadereceievewerylittle benefit
from the constanbreaksn thetext, andthewriter is forcedto repeathingswhich
have already been mentioned in the main body of text:

(6) CultureisacomplicatedermthatcontainsnanyelementsMcQuailsayshatprobablythemost
importantand mostgeneralattributefor cultureis communicationsinceculture cannot be
passecn without it.3 Anothertheorist,Noam,saysthatwhenonespeakf cultureit is not
alwaysthecasethatpolitical andculturalborderscoincide? Insteadoeoplewholive in aregion
whichis apartof two distinctcountriesexperiencgreateiculturalsimilaritieswithin theregion
thanwithin theirrespectiveountriesEvenclasgfor examplevorkingclassculture)andage(for
exampleyouth culture) plays an importantrole. Sophisticatecculture is to a large extent
transnationaWherethis concerndor exampleclassicaimusic,ballet,opera,architectureand
literature ThereforedNoamarguesthatcultureis oftenmorediverseacrossocialclasseshenit
is over country or regional bordets.
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If theinstructionsfor footnotesarefollowed consistentlythewriter mustrepeathe
same bibliographical information every time the same reference is used.

Therearethusgoodgrounddor abandoningheoldersystenfor noting sources
andwe thereforerecommendnsteadanothersystemnamelythe so-calledHarvard
systemThissystenrequiregheauthorto placesourcanformationin aparenthesis
within the mainbody of text. The textsgiven aboveon long-termmemoryandon
culture then appear as follows:

(5a) Onecandistinguistbetweertwo differenttypesof long-termmemory:episodianemorywhich
relateso thememoryof eventsandsemantianemory whichrelateso one€knowledgeabout
the world (Baddeley 1983 p. 13).

(6a) Cultureis a complicatedterm that containsmany elementsMcQuail says(1994 p. 95) that
probablythe mostimportantand mostgeneralattributefor cultureis communicationsince
culturecannotbepasseanwithoutit. AnothertheoristNoam,sayg1991p. 23)thatwhenone
speakof cultureit is not alwaysthe casethat political andcultural borderscoincide.Instead
peoplethatlive in aregionwhichis apartof two distinctcountriesexperienceyreatercultural
similaritieswithin the regionthanwithin their respectivecountries Evenclass(for example
workingclassculture)andage(for exampleyouthculture)playsanimportantrole. Sophisticated
cultureisto alargeextenttransnationalvherethisconcerngor exampleclassicamusic,ballet,
opera,architectureandliterature. ThereforeNoamarguesthat cultureis often morediverse
across social classes then it is over country or regional borders.

As canbeseenwhenthissystems appliedthereadereceivegheinformationabout
thesourceseingusedin amoreconcentratedorm: the authok3 lastname yearof
publication, and page number

Theprerequisitdor usingthissystenis thatthereis areferencaibliographythat
thereadercanconsultto find thecompleteeferencenformationfor thesourceThis
iIs somethingwhich, as statedbefore, an author must always supply whichever
footnotesystemsusedlt is of coursalsoimportanthattheinformationgivenin the
parenthesiss sufficient to allow the readerto identify the relevantsourcein the
completaeferencdist. In generait isusuallyenougtto supplytheauthof3lastname
andtheyearof publication.lt is oftennecessaryo makereferencdo severalworks
by thesameauthorpublishedn thesameyear In thatcasealetteris placedafterthe
yearof publication(1995a,1995b)in thenote bothin thereferenceivenin themain
body of the text and in the reference list (see sub-section 3.2).

Whatdoesonegainby usingthe Harvardsystem?The studentmaythink it just
ashardin thiscaseo referto thecomprehensivist asto readthenotesatthebottom
of thepage Theadvantagef this systemis thatthereademeednotraisehis or her
eyesfrom thepagein orderto notethata sourcehasbeenused.In mostcaseghisis
sufficient for thepersorreadingthetext. It is usuallyonly afterwardghatthereader
desires to go to the source for verification or to read more on the subject.

2 BaddeleyAdam, Minnetr (1983) p. 13.
8 McQuiail, DenisMass Communication Theory (1994) p. 95.
4 Noam, EliTelevision in Europe (1991) p. 23.
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Theuseof theHarvardsystendoesnotmeanthatthewriter is thenunableto use
footnotedor commentanddigressionsT helattergenerallytakeagreatdealof space
andcannotappropriatel\pbeplacedn themaintextbetweersquaredbracketsThatis
anotheradvantagef the HarvardsystemWhenthe readerencountersa reference
using this system,he or sherealisesthat it refersto the substancef the source
material,andthatcanthereforebeof valuein following uponthesubjectThistype
of footnoteshouldhowevereusedwith careandnot sooftenthatthe notesspread
themselves throughout the pages of the essay

Anotherbonuswith theuseof theHarvardsystenis that,aswasseenn example
(6a)aboveijt givesthewriter theopportunityto presentnformationabouthesource
materialdirectly in theflow of thetextandthento complementhisinformationwith
that placed between square brackets.

In thecaseof areferencdo alongerpieceof textfrom asourcet is necessaryo
remind the readerclearly that this is a referenceto a source.This is particularly
importantwhenevaluationsare presentedT he reademmay otherwisebe unableto
determinewhoseevaluationsaarebeinggiven,thatof the sourceor the author One
shouldalwaysstriveto makeit asclearasis possiblevhatin one€textis takenfrom
externalkourcematerial in otherwordswherethereferencédeginsandendsThisis
alsomadeeasienf onecombinesnformationprovidedin the text with the useof
square brackets.

Occasionally inscientifictextsonecomesacrossL atinabbreviations. For example,
ibid. (to befoundin thesameplaceasthelastreference)passim (atseveraplaces),
andet al. (andothers)While it maybeusefulto knowwhattheseabbreviationsnean,
thereshouldbe no compulsionto usethemandthey suffer the disadvantagef not
beinggenerallyunderstood.

Assoonasareferences madeo somethingvhichisfoundin alongerpresentation
it mustbe designatedy pagenumber If thatwhich is referredto stretchesvera
lengthof two pagegheabbreviatiorf (following page)s used Whenmorethantwo
pagesn theoriginalarebeingreferredo theabbreviatiorof ff (thefollowing pages)
isusedlt isbetterin thelattercasedor thereadeyif oneinsteadndicategshenumbers
of the pages on which the relevant source is found (for example pp. 172-176).

3.2 TheBibliography

Referencesvithin thetext arethefirst link in a chainthatthe authorof a scientific
paperhasto creatdor thereaderssothattheycanidentify andretrievethosesources
which lay thegroundwork for the research which hasbeen conducted. Thesecondlink in
the chain isthe bibliography of al the sources which must be included with the paper.
Themainideaisfirst thatthebibliographyshouldincludeall thesourceshatwere
referredto or citedin the paper(but no others);andsecondlythatthis includesall
bibliographicabletailsneededo ensurghatthereadeicaneasilyfind eachandevery
oneof thesourcetexts,for examplen alibrary catalogueSomepolitical scientists

5 Noam, EliTelevision in Europe (1991) p. 23.
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dividethebibliographyinto separatsub-sectiongvith distinctheadingsThis often
hastheconsequenddattheverydistinctionamadebetweersourcessitselfanissue,
andthereforeof moreharmthangoodfor thereaderThereis noreasorio distinguish
some books from others, or articles from others, within the bibliography

Thesourcesrearrange@lphabeticallypbeginningwith thenameof theauthor(or
otherkeywordif notavailable)All sourcesvhichfall underthesamewvordareto be
arranged chronologicallgtarting with the oldest first.

When it comes to other rules for bibliography construction there is a great deal of
variation in the academic community. The structureis often determined by rules used by
leading research journasin thearea. In other words, the author should be ready to adjust
to the relevant guidelines when one prepares abibliography. The ruleswhich follow are
toalargeextent thoseingtructionsusedinthe Swedish Journal of Political Scienceand are:

For books with a given author the following information should be given:

a) Theautho@lasthameollowedbyacommathentheentirefirst name(notjust
initials) followedby acommalf thework hasmorethanoneauthorthenall the
authors@amesshouldbe shownasabove but betweereachpersonéhamea
hyphen should be placed instead of a comma.

b) Theyearof publicationfollowed by a full stop.If the bibliographyincludes
severalworks from the sameyear by the same author these should be
distinguishedrom oneanotherby the useof aletter placedafterthe yearof
publication: (1987a, 1987b, etc. (compare p. 23)

c) The full title of the book in italics followed by a full stop.

d) Edition,if thebookhasbeenssuedn severakditions followedby afull stop.

e) Theplaceof thepublicationfollowedby acolonandthenameof the publisher
End with a full stop.

For essays and articles provide:

a) The autho® name according to the instructions given above.

b) The year of publication as described above.

c) Theessayor article®full title within quotationmarks followed by acomma.

d) If the text is publishedin a journal: the nameof the journal, in italics,
information aboutthe volume and numberfollowed by a comma,the page
number on which the text is to be found, and then end with a full stop.
If thetextis publishedn anewspaperthenewspapaBnamein italics andthe
date of issue, end with a full stop.
If thetextis publishedn ananthology:informationaboutthe pagesonwhich
thetextis to be found, followed by the word OinGandthenfollowed by the
editor@or editors@amesandtheword Oed.( bracketsthenameof thebook
in italics,afull stop,placeof publishercolon,publisherandthenafull stop.

For work that does not have an identifiable author thetitle@ first word normally

functionsasthereferencavord. Referenceto official publicationsoy parliaments,
governmentsauthoritiesandinternationabrganisationsreusuallyhandledn that
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way. To simplify referencesvithin thetextit maybepracticalto useabbreviations.
Thesemustof coursebeclarified whenused.This maybedonein thebibliography
in suchawaythattheabbreviations thereferencevord.After thisis placedanequal
sign, followed by thefull title of the work, yearof publication,andotherrelevant
bibliographical information.

Referenceso radio andtelevisionprogrammesre madein the corresponding
way. Statehenameoftheprogrammeompanyorchannelandthedateof broadcast.

Interview sources shouldcontainthe nameof the personwho hasprovidedthe
informationandin whatcapacityfor exampletheauthorityandthepositionheld.The
date when the information was provided should also be given.

Fordigital sourcegpublishedon Internet (databasesrchiveshomepagesetc.)
give theauthor theyearof publication,andtitle accordingo theinstructionsggiven
above,if thisinformationexists.In addition,aninternetaddresgor the document
mustbegiven.Normally, thisimpliesadirectlink (URL-address}o thedocument.
Sometimesuchaddressesecomererylongduetothedocumenbeingplacedalong
way downin afile hierarchyIn suchcasest mightthereforebe betterto give the
addresf a main pagefrom which the documentcan easily be located.Another
disadvantagwith URL addressess thattheymightbecomeobsoletaf adocument
is movedwithin awebsite.In determiningwhetherto give the URL addresor the
addres®of a main page theauthormustusehis or herown judgment.The guiding
principle,however shouldalwaysbeto makeit aseasyaspossiblefor thereadeito
find the document in question.

Materialthatis publishedontheinternetis oftenquickly obsoleteThereforethe
dateatwhichthedocumentvasavailableshouldbegiven,notjusttheyear (A good
rule is always to download usabledocumentsfrom the Internetto one® own
computer) Someof theinformationon the Internetis alsopublishedn print form.
This is true for examplein the caseof electronicnewspaperand magazinesand
official materialfrom parliamentsgovernmentsandpublicauthoritieslIf theauthor
usesaversionof atextpublishedontheinternetthereis usuallynoneedo mention
the printed version of the same source.

An exampleof a bibliographycreatedusingtheserulesis givenin Appendix5.
Looking aroundin the academicworld one will find many different ways of
formulatingabibliographylt isnotjustaquestiorof whatinformationaboutdifferent
worksistobeincluded andof theordenn whichtheinformationshouldoepresented,
but also of the stylesin which the informationis presenteditalics, underlining,
guotationmarks) and the use of punctuationmarks.A main rule is: follow the
instructionsto the lastdetail,andbe asconsistenaspossiblethroughouthe entire
text. The examplegiven in Appendix 5 should serve as a model for how the
bibliography should appear

It is important to remember: Thereferenceandbibliographyexistto enableyour
readergo find theoriginalmaterialthatyouhaveused.Thisrequirementnaynotbe
circumvented whateversystemone chooseswithin thosewhich flourish in the
academiamarketplaceTry, in spite of this, to makethe techniqueas simple and
accessiblaspossiblefor bothyou andyour readersOnething which mayeasehe
work to someextent,which hasbeenmentionedpreviouslybut may usefully be
repeatedhere jstonoteduringtheproces®fworkingonthepapeithecomprehensive
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bibliographical information of each sourceused, and therebyto build up the
bibliographyprogressivelatthesamdimeasyoucompletehemainbodyof thetext
of the paper

3.3 Objectivity

A referenceshouldreflectthecontentf asourceasobjectivelyaspossibleln many
situationsfor examplewhendiscussinghe methodausedby otherresearcherand
theirfindings,theauthof3taskis bothto referto thesourceandto commenuponit;
to evaluateghecontentof thesourcematerial In thiscasat is particularlyimportant
to takeinto consideratiorthe requiremenif objectivity. The readerof the essay
shouldreceivea clearpictureof the contentof whatis statedn thesource andwhat
on the otherhandarethe opinionsof the authorin regardto this material.Clearly
distinguishbetweernwhatis derivedfrom thereferencendwhatis theauthof@ own
evaluations of that material in the light of the discussion in the .essay

Thisis agoodtimeto warnthestudenbf someof theusualproblemswhicharise
when seekingto be objectivein referringto sourcematerialin a paper The first
problemis oneof factual error. This shouldnot occurunderany circumstances.
Makesurethatyouhavereadthesourcematerialwell andhavecorrectlyinterpreted
whatit hassaid.If thematerialis in theform of specificfactualinformation,suchas
statisticsmakesureto checktheaccuracyof their presentatiomn the paperagainst
that given in the source, before submitting the paper to the course instructor

Thesecondroblemis thatof selective choosing of facts. A sourcemaydescribe
both positiveandnegativeaspectsn regardto the particularmeansof addressing
specificissue.If the authorreferringto the sourceis himself positive it may be
temptingto emphasizéhe positiveaspect®f thesolutionandminimizethedisadv-
antagesn thepresentatiof thematerialitself. Theauthorshouldbecarefulnotto
dothis,andshouldattemptwhenreferringto it, to reflectthesamesensef balance
about the value of an approach as that given in the original source.

Thethird problem is more a matter of language use. When referring to asourceisit
importanttonot et one@ownval uesshinethroughthe presentation of thematerial through
the choice of subjectively charged language. Previously we mentioned theimportance
of using certain kinds of notes as ameans of referring to arelatively long source. When
choosing the language in which to frame the presentation of the source materia it is
important to avoid using language which reveals one@® own evaluation of what isbeing
presented. For exampleif onewrites: TheMinister of Educationrealises that thereshould
astricter system of grading, then oneisin effect conveying one@ own opinion about the
subject rather thanthat of the source. Instead the exampl e should read something likethis:
TheMinister of Education srates that there should..., inwhich casethesigna giventothe
reader isthat the Minister is proposing that the issue be addressed. Subjective language
such asthat usedin theexampleshould beavoided whenreferring to asourcein theessay.
In general, exaggerated language must be avoided in scientific texts. Inyour comments
and analyses you should aso eschew words such as Qensational Oand GantasticQ and
loaded judgements such as (power-crazedOand Gbominabled
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3.4 Language Independence

A referencdo asourceshouldbemadein suchawaythatit usedanguagevhichis
notdependenbnthatfoundin thesourcatself. Thisrequirementioesnotmearthat
theauthomustusevocabularytherthanthatfoundin thesourceManywordsin the
original text areusuallyassociateavith the actualcontentof the material,andcan
thereforenotbesubstitutedWhatoneshouldavoidis rathertheextractionof entire
phrasesindsentence§om thesource ptherwisethedistinctionbetweerone®own
language and that of the source may be undermined.

If youhavereadthesourcematerialcarefullyandthoughtfullythereshouldbeno
difficulty in fulfilling this requirementThe authorhasthen acquiredthe correct
distancdrom thetextsoasto makeindependencef languageossible Ratherit is
thosepersonsvho havenot given carefulconsideratiorto the sourcematerialthat
haveatendencyoborrowlanguagéromthesourcematerialln thateventhenumber
of referencesnadeto the sources selectedy theauthorin suchaway thatfor the
readethesdormanew thoughineptlypastedogetheyversionof theoriginalsource.
Theresultisthenoftenthatthereferenceareusedvithoutthepropercontexin which
to ensurethat, if readersare unfamiliar with the actualsourcematerial,they still
receive a consistent picture of the research in the.essay

Sentencethatareplacedoutof theiroriginalcontexiarepoorsourcegor theessay
bothin termsof contentandlanguageln partthis is becausehey usuallycontain
informationwhichis notsuficiently relatedto theargumentn thesurroundingext,
andthisis thenconcealedn their usewithin thereferenceln additionthelanguage
usedin the sentenceds often relatedto the contextfound in the original source
material;it maycontainwordswhichreferto partsof thesourceextthatdonotoccur
in the actual reference used (for examglerefore, on the other hand, but ).

Makeit arulefor yourselfneverto borrow(or evenremaincloseto) thelanguage
formulationof yoursourcesinlessyouhaveverygoodreasorfor doingso.Thereare
in factgoodreasonsor borrowingfromthesourcaextonspecific occasionslt is for
thisreasorthatwe will nowdiscusgherequirement$or whenoneborrowsfrom a
sourcetext.

3.5 How to Make a Citation

Whenmakinga directcitationthe authorhasto first place quotation marks both
before(O)andafter (O)whatis cited. If the passagehatyou wish to cite already
containsguotationmarkswithin its text theseshouldbe madeinto singlequotation
marks(O...@ndthenplacedoublequotationmarks(O...Odroundtheentirecitation.
In Englishadistinctionis madebetweerthe quotationmarkswhich begin(O Oand
end(O, &) citation.NB. Makesureto usethesequotationmarksandnotthestraight
marks used to denote measurements (', foot and ", inch).

Longercitationscaninsteadedistinguishedrom thesurroundingextby giving
thema paragraptof their own, with indentedmamgins (1 cm), smallerfont size(10
points),andreducedine-spacing12 points).If thisis donethennoquotationrmarks
shouldbe put aroundthe citation. The exampledn this bookletarewritten in this
fashion (for example, see below).
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Secondthecitationmustbeaccurate. Theruleisthatnochangesvhatsoevemay
be madein the original text (seebelow). The word order may not be rearranged,
nothing may be removed or rewritten, not even spelling errors may be corrected.
Whenoneis goingto usea citationit is importantthat the surroundingtext is
adjustedo conformtothesubstancefthecitation.Onecanof courseébeginata place
within thesourcematerialwhich conformsto one€owntext. Imaginethefollowing
situation. Saythatfor somereasoryouwouldlike to citeaportionof thelastsentence
in thefollowing text(areportfrom a SwedishgovernmentommissionSOU1974:
31):

(7) The mostimportantthing is to preventthe unfortunatedevelopmenof the
personalitydisordersthat havebeendescribedA wider awarenessamongst
parentghatthe careprovidedin thefirst yearsof achild®life is animportant
andlarge task,andthatit is alsoa privilege to observeone®child at close
contact,would in all likelihood have positive effects. How this changein
awarenessvould come aboutin practiceis difficult to say Conventional
methodsof increasingawarenessgisk merely reachingthe thosewho are
alreadycommittedandinterestedA higherprioritising of psychologicaivork
amongsparentsvith smallchildrenwould in themeantimeesultin astepin
theright direction.

Furthermorewhat one could wish is thatthe length of economicsupport
could beincreasedothatthemotherorthefathercouldremainathomeduring
the first years of a childdife.

Then you may ddike this:

(8) Theinvestigatordelievethatit would alsobegoodif Othéengthof economic
supportouldbeincreasedothatthemotherorthefathercouldremainathome
during the first years of a chikl(ifeO.

or like this:

(9) Theinvestigatorsay:OFurthermorehatonecouldwishis thatthelengthof

economicsupportcould be increasedso that the motheror the fathercould
remain at home during the first years of a ckilid®.0

butnot like this:

(10) Theinvestigator®alsalesirethat the length of economicsupportcould be
increasedothatthemotheror thefathercouldremainathomeduringthefirst
years of a childQife.O

norlike this:

(11) The investigatorsalso believe that it would desirableOthatthe length of

economicsupportcouldbeincreasesdothatthemothercouldremainathome
during the first years of a chiklfife.O
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Occasionallyhoweverthetextmustbe changedn orderto beusablen the context
of thepaperIn thatcaseeverychangamustclearlybe markedwith squarebrackets
[ ] Theadvantagef usingsquaréracketss thattheyareunusuabndthereforenot
easilymistakerasbeingaparenthesigsertedby theauthorof theoriginal material.
The following systems for marking changes in a citation are common:

[...] A portionof theoriginaltexthasbeerremovedA citationwhichdoeshotcontain
a complete sentence need not begin and end with these notations.

[my italics] Theitalics werenotin the original sourcebut havebeenaddedby the
author

[sic!] MeansOassCandcanfor examplebeusedo pointoutthatthecitationactually
reproduces the text as it is in the original, even though it may contain an error

If onewanteduo cite thepenultimatesentencén theaboveexampleonewouldneed
to make certain changelhe result might look like this:

(12) A higherprioritising of psychological work [my italics] amongsparentswith
small children would [...] result in a step in the right direction.

Squarebracketsanbe usedin two furtherways: OHdthe PrimeMinister, authok3
note] said...O, i.e. as an explanation inserted to clarify the quotation, and

O[t]hisreedomtoinformOj.e.to indicatethatlower casehasbeersubstitutedor
the normal initial capital (cf. the quotation below in this sub-section).

Asobservedacitationcanincludelongeror shortemportionsfromasourceandthere
arealsocertain,thoughlimited, opportunitieso makechangesn the original text
beingcited. Onemainrule mustalwaysbe adheredo: the citationmustgive a just
description of what actually is stated in the source.

It is alsoimportanto becarefulthatthecitationandone€owntextfit togetheand
obeythenormalrulesof languagause. Thatwasnot the casein someof the papers
thatwerestudiedbeforethis bookletwasdrafted.In thefollowing casetheauthorof
theessay(in all likelihood)wasfaithful to theoriginaltext, buthaschangedisown
text so that it violates the rules for the use of capital letters:

(13) Carl Norstrdm saysthat OThisfreedomto make things public is of great
importance...O

(14) LEngvritesthattheprincipleof publicity is threatenedy membershipn the
EU, becaus® TheSwedishconstitutionappliesin Swederbutin the eventof
collisions is subordinate to the EU judicial system.O

In orderfor thepassagéo becorrectthetextthatis placedwithin thequotatiormarks
must be changed, for example like this:

(13a)Carl Norstrdm saysthat this freedomto make things public Oisof great
importance...O
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(14a)...by membershipin the EU. His motivation for this was: OTheSwedish
constitutionapplies...O

By way of contrastheformulationof thefollowing textrevealshattheauthorhas
notwrittenaccuratelyThepassagquotedccannothaveookedlike thisin theoriginal:

(15) AllgErdladmitsthatcertainconstraintsvill occursinceSwederwill beforced
to actsothatOThédegalstatutesarenotformulatedn violationof theEU rules
which actually exist in the area...O.

Whenis it thenappropriatdo cite?Threesituationsvherethisis usefulmayoccut
Thefirst is whenthe original authorhasexpressedhimself within an areaof the
researchwith such clear concise,and impressivemeansthat the currentessay
autho@ own formulation cannot improve upon it.

The secondpossibilityoccurswhenit is for somereasonmportantto adoptthe
source€exactwordswithin theessayTheremaybespecificvaluesattachedo word
usagevhichit is importantto reproducesxactlyasexpresseth theoriginal source.

A third situationmayarisein whichtheformulationof thesourceas sounclearthat
theauthormakingthereferencein spiteof greateffort, is unableto graspits content.
Unfortunatelyin this situationmostauthorspretendthatthatis not the case.They
keep closeto the original text (often making things worse as a result) without
explainingor amplifying whatis unclearnn theoriginal material.Insteadthe author
shouldadmitthatit is impossibleto makeclearsensef thesourcematerial.To give
thereaderof thereferencehepossibilityto form their own view of the contentsof
thesourcematerialit canbe appropriatén suchcasego cite theunclearportionof
the original source material.

3.6 Scientific (Dis)honesty

The purposeof scientificactivity is to producenewknowledge. Thatplacesmajor
demandwn the scientist€ethicsandaccuracyin theresearctprocess.An official
reporton OGoodmoral practicein researchGtateshatOtheesearched first duty
mustbeto seekto befactualandobjective,andto try alwaysto conveyinformation
thatis reasonablyertainandasgenerallyvalid aspossible@SOU1999:4 Godsed
i forskningenp.52)[Official Report1999:4]. Researcimustbedocumenteth such
away thatit is possiblefor anindependenéxaminerto follow thewholeresearch
processthescientifictext muststatenow theauthorhasgoneaboutthework, what
materialindwhatmethod$iasbeerused Any readef ascientifictextmusthimself
beableto judgethereliability of theresult. Therecommendations thisbookletaim
among other things to increaseawarenessf the importanceof form for the
communication of the results of research.

Here,howeverwe shallfocuson ethicalaspect®f theresearciprocess.Taking
theabove-mentionedfficial reportasthepointof departureyweshalldiscussertain
fundamentahormsfor scientificwork, andthekindsof behaviouthatarein conflict
with thosenorms.
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By dishonestyin researchis meant,accordingto the report,that Oaresearcher
deliberatelyandin amisleadingashiondepartdrom thedemand®f scholarshipr
consciouslyiolatesgenerallyaccepte@thicalstandards.(30U1999:4 p.53). The
report presents five categories of dishonesty:

1. Dishonestyin connectionwith the handling of data/sourcematerial and
scientificmethod.

Plagiarism.

Dishonesty in connection with publication.

Dishonesty in connection with conflicts of interest.

Lack of judgement and inappropriate behaviour

aprwDd

In connectiorwith work on essaysandwriting papersn basiceducatiorit is above
all the first two categories which are relevant and which will be discussed here.

¥ Never try to persuade anyone to believe anything that you know does not exist!

Examplesf dishonestyn connectiorwith thehandlingof data/sourcenaterialare

first andforemostthe fabricationandfalsification of dataandsourcematerial,but

evenaresearchewho withholdsor destroysdata,or who omits scientificfindings

which contradictheoryor hypothesyis behavingdishonestly Theresearchemust

thusnotselectatasothattheysupporonly hisor herowntheory Ininterpretinghe

findingstheresearchemustavoid deliberateoverinterpretatioror mis-interpreta-
tion of dataor sourcematerial. Neithermustonedestroyothers@ataor distortother

researchersientificresultsor contributions.

¥ Anyone making a scientific contribution must have the proper recognition for it!

Thereaderof ascientifictextmustalwaysbe clearaboutwhatthewriter himselfor
herselfhasthoughtanddone,andwhat hasbeenobtainedfrom others. Onemust
neverpreseniOthaesultof others@fforts asthe resultof one®own workO. (The
UniversityandHigh SchoolUnionof Sweden1997. Guidelinedor thehandlingof
question®f scientificdishonestyatuniversitiesandhighschools.)in practicaterms
this meanghattheresearchemustnotwithout permissiortakeothers@atafor his
orherownuse or reproducethers@npublishedcientificworksor resultsasif they
werehis oreherown. If referencas madeto publishedscientificworksthesource
or originatormustbe clearlyindicated. The useof footnotesandreferencesn the
essaylaysacentrakolein this, to distinguishawriter@ownideasandanalysegrom
whathasbeentakenfrom others. To presentata,ideasor somethinghatanother
persorhaswrittenorexpressedsif theywereone€owneffortsis calledplagiarism.
It shouldbenotedthatthe Departmenbf Political Sciencas linked to theUrkund
controlsystenfor electronidexts Essaysndotherelectronicallysubmittedextsare
automaticallycomparedo the contentof sourceontheinternet,alarge numberof
journals,encyclopediasndtextsauthoredy otherstudentslf obvioussimilarities
arediscoveredareportis sentto theteachewho canthendeterminevhethera text
hasbeenplagiarized Finally, for safety@sakeit mustbe emphasisethatscientific
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dishonestysuch as cheatingin researchand plagiarismis not merely unethical
behaviour It is alsoexpresslyforbiddenandresultsin afailure markfor theessay
It can also lead to a report to the universityiéciplinary body
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4 Summary of Instructions on the
Formulation of the Essay

In the previouschaptersof this bookletwe havediscusse long seriesof different
guestionsabouthowto write agoodscientifictextandto avoidthecommortrapsand
errors.Alongthewayyou,asthereaderhavebeergivenmuchadviceandinstruction
about how one should write and present the results of a scientific analysis.

Theadvice thathasbeergivenisin theform of recommendationshichweknow,
from experiencegive goodresults. Theyshouldnormallybefolllowed by students
who havelittle or no experienceof writing relatively long scientific works. But
recommendationare not obligatory they areaids. It is not the objectivethatall
essayshouldbecastin thesamanould. Thosewhohavegreateexperienceanwith
advantage be guided by their own ideas.

The instructions given,on the otherhand,areobligatory rules which all those
writing essaysnustrespect.Therearea numberof goodreasonsvhy thereshould
be suchrulesgoverningtheformatto beemployedfor examplethatanessaymust
makeit easyto find whatoneis looking for, be clearand OreadefriendlyO fulfil
certainfundamentalequirementasregardsscientific accuracyandfacilitate the
task of examiners and opponents in assessing it.

Sothatyou shouldbe quite clearaboutwhatis involved, this chaptercontainsa
briefsummaryof therulesontheformatof essayextswhichall studentsnustfollow.
You canthengo backto Chapter2 and3 for moredetailedinformationaboutthe
rules.

Asyouwill immediatelyseethereisaconsiderablamounfor thestudentokeep
in mind. Much is thereforto be gainedfrom working with the Political Science
Department«specialessaytemplate Thisis basedon a normalWord templateand
containspreconfigurationgor, amongotherthings, headingsgitations,reference
lists and indentationfor new paragraphsBy downloadingthe templatefrom the
department«somepageand usingthis whenyou write your essayyou cansave
yourself hours of tediouswork in editing the text. In addition, you will have
guaranteed consistent formatting throughout your text.

4.1The MainText of the Essay

¥ Font size: Times12 point(or equivalent).

¥ Line-spacing: 15 point.

¥ Margins: Leftandrightmaigins3.5cmseachtextto bejustified,i.e.bothleft and
right magins to be aligned.

¥ Page numbers: To be placed at the foot of the page, in the centre.
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¥ New paragraph: To bemarkedby anindentof atleast0.5cm.atthebeginningof
theline. As anexceptionto this, a new paragraplaftera headingor atableetc.
which is followed by a blank line must never be marked by an indent.

¥ New chapter: Must always begin on a new page.

¥ Headings: Chapteheadinggo bein 24 pointfont size followedby 5 blanklines;
sub-sectiomeadingdo bein 18pointfont size,andto bepreceededy two blank
linesandfollowed by oneblankline; sub-sub-sectioheadinggo bein 14 point
font size, preceeded by two blank lines and followed by one blank line.

¥ Emphasis on individual words: useitalics asfirst choice andbold printassecond
choice.

¥ Notes: The recommendednethodis to put notesin bracketswithin the text;
alternatively put foot-notes at the bottom of the page.

¥ Quotations: Direct quotationsin the main text must always be indicated by
guotatiommarksatthebeginningandendofthepassaggquoted.Longerquotations
shouldbeputin separatparagraphsdentedhroughouby 1 cm,in smallerprint
(10 point font size) and line-spacing reduced to 12 points.

¥ Tables, diagrams and figures: Mustalwaysbenumberedndgivenanexplanatory
heading.Theymustalsobeseparatetfomthemaintextbyablankline beforeand
after Thesourcejf any, mustbeindicatedmmediatelybelowthetable,figureor
diagram (for example Source: Sannerstedt 1994, p.76).

4.2 The Introductory Parts of the Essay

¥ Title page: To be set out on the following pattern:

Lund University Course (e.g. STVKI)
Department of Political Science Term(e.g.Spring2008)
Supervisor
EssayTitle
Author@ Name.

¥ Abstract. Tobeplacedmmediatelyafterthetitle pagebachelothesesandMaster
theses should have abstracts containing 1000150 words.

¥ Characters. Ontheline belowthekeywordstheauthorpresentshelengthof the
paperexpresset thenumberof charactergincludingspaces)Thecalculcation
shouldbebasednly onthemainpartof thetextandthusexludethefront page,
abstract, table of contents and reference list.

¥ Table of contents: To list all headingsn theessay(includingthe SourceList and
anyAppendices) and to show the page on which they are to be found.
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4

.3 Source List andlppendices

The main principle is that the Source List must include al sources on which the essay
drawsor whicharequotedinit (but no others). Thefollowinginformation must begiven:

¥
3)

b)

c)
d)
e)

¥
a)
b)

c)
d)

e)

f)

Books
The author®@ name, followed by a comma and the forename(s) in full (not just
initialg). If thereismorethan oneauthor, al their namesmust begiveninthat same
way, but with ahyphen, rather than acomma, placed before the next surname,
Theyearof publicationfollowedby afull stop. If theList includesmorethan
onepublicationby thesameauthor(sjn anyoneyear, theymustbedistinguis-
hed by a letter after the year: 1987a, 1987b, and so on.
The full title of the book, in italics, followed by a full stop.
The edition, if there has been more than one, followed by a full stop.
Theplaceof publication followed by acolon andthepublishef8 name Puta
full stop at the end.

Essays and articles
The name of the authaas above.
The year of publication, as above.
Thefull title of theessayor article,in quotationmarks followed by acomma.
Essayn ajournal:thenameofthejournalinitalics,thevolumeandanynumbey
followed by a commaandthe number(s)of the page(s)on which the essay
appears. Put a full stop at the end.
Newspapearticle:thenameof thenewspapein italicsandthedate. Putafull
stop at the end.
Essay in acollection or anthology: state the page(s) on which thetext appears, the
word OnOfollowed by the name(s) of the editor(s), the word GdOin brackets, the
name of the book initalics, full stop, place of publication, publisher, full stop

Works for which there is no author’s name

In these cases the first word of the title should normally function as the headword.
Details of the year and place of publication, and the publisher to be giveninthe same
way asfor books. Referencesto radio and television programmes are shown in the
corresponding way. State the programme company/channel and date of broadcast.

Oral sources
Referencestointerviewsetc must alwayscontainthenameof thepersoninterviewed
as headword, and the date on which the interview was conducted.

Internet-material

For materiabbtainedromtheinternet(databasestextarchiveshomepagesetc)
the nameof theauthor theyearof publicationandthetitle shouldall be shown,
if theyexist.In additionyoushouldgivetheinternetaddresdNormallythisimplies
adirectlink tothedocumen{URL address}utif thisisverylongit mightbebetter
to giveanaddresso amainpagefrom whichthedocumentanbeeasilylocated.
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You shouldalsostatethe dateon which it wasavailablebthe yearaloneis not
enough.

¥ Appendices
Appendices must always be numbered (Appenddppendix 2, etc).

4.4 The Length of an Essay

Themaximumlengthof thedifferenttypesof thesess specifiedonthedepartmentd
homepage.
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5 Guidelines for Oral Presentations

5.1 The Prerequisites for Oral Presentations

1. A spoken message has only one sender and relatively few receivers.

2. The sender and receiver have in common their immediate environment.
(Ignoring here the cases of telephone, radio, and television communication.)

¥ It doesnotwork to pretendthatthe audiencedoesnot exist; attemptinsteadto
establish contact with your public.

¥ Youpersonallystandbehindthe message&vhichis receivedsodonottry to hide
your person and personality behind a bunch of words.

¥ Don®imitate other speakersb be yourself, that is what you are best at doing.

¥ Beawardhattheaudienceannotonly hearyoubutalsoseeyou;try nottoletyour
physical behaviour distract from what you are trying to convey

¥ Think aboutthe fact that you canalso seeyour audienceand therebyacquire
information as to how they are reacting to what you are saying.

¥ Whenyou speakyou canuseseveralmeans(principally gestures}o improve
communication of what you are trying to convey

3. Speech as an acoustic signal.

¥ Speechhasa set of so-calledprosodicsignalsthat can be usedto improve
communicationYou cangive emphasiso aword or statemenby changesn the
stres®fyourvoice,voiceintonationthetempoof speechor by usingapauseYou
can also use prosodicmeansto revealyour emotionalstateor attitudeto the
audience (for example by being ironic, engaged, or interested).

¥ \Voice,expressionsandprosodicsignalscanalso,without your realisingit, give
the audienceinformation aboutyour own background personality and your
attitude both to the material being presented and to the audience.

4. Speech flows quickly.

¥ Youcannevercountononehundredoercentoncentratiorirom youraudiencelt
thereforealwayshappenshatpartsof whatyousaydonotreachthem.Theaudio-
memoryof humanssgenerallyworsethanthatof theirvisualmemoryRemember
thiswhenyou prepareyour presentatiomndtry alwaysto makeit easierfor the
audience to follow what you wish to say to them.
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5.2 Preparation

5.2.1 Content and Disposition

Think carefullyaboutthepurposeof your presentationThentry to developapicture
of what the audiencealreadyknows aboutthe topic and needsto learn. Make a
connection to their own experiences.

Find out how long your presentation should be. Kegpwithinthistimelimit. If the audience
knows that there are many presentations and events after yours they will only become
irritated if you go over the time dlotted to your presentation. So as to keep within the
alotted timelimit it isagood ideato rehearse the presentation at home prior to giving it.

Chooseyour materialwith aneyefor the time at your disposal.Selectfirst the
materialwhich is centralto the subject.Tangentialelementsanddetailsshouldbe
includedonly if time permits.Remembethatspeechs a constantlyfluid medium.
Youshouldthereforeconsciouslyvorkto makeit cleartoyouraudiencevhatyouare
saying, andto givethem guidance asto whereyou arein the presentation. Leaveroomfor
repetition and summarising. Givethe audience the opportunity not only to listen but also
to see important elements in the presentation (see more below on presentation tools).

Preparethe introduction paarticularlywell. It should seizethe interestof the
audience and develop the context for the topic of the presentatesil-prepared
introductionwill alsodiminishanyproblemsthatyou havein startingyour presen-
tation Alsotakeextracarewith theconcludingpartof the presentatiorit isimportant
for the audienceOmemoryboth of you and of the presentationDo not end the
presentatiomith statementsuchas:Oes thatwasall thatl hadto say..Gor OThank
youfor givingmetheopportunityto speak!@stead/oushouldgiveashortsummary
of whathasbeensaidandendwith astatementvhich clearlygivestheaudiencehe
impression that you are finished without the use of clichZs such as those above.

5.2.2 Written Assistance

If you areeitheraninexperiencegpeakeror know the areaunderdiscussiorvery
well, youwill mostlikely needsomeform of writtennotesto assistyouin giving the
presentationin thatcaseyou havea choicebetweerpreparinganentiremanuscript
of the speechbeforehandvhich you thenbring to the presentationandmakinga
generabutlineof mainpointsandthosedetailswhichit would otherwisebedifficult
to retainin your headwhenspeaking Eachof thesemethodshasadvantagesnd
disadvantages. Here are some of them:

The Manuscript

Advantages: Disadvantages

safer time-consuming to prepare
more accurate time calculation risk of reading aloud

use of written language monotone presentation

poor contact with audience
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Main Points

Advantages: Disadvantages:
greaterspontaneity moredemanding
naturalspeaking nervousness

better contact with audience difficult to keep to time

quickerpreparation

Therearesituationsvhicharesoformalthatyoumustpreparecompletemanuscript
for the presentation. In that case you should consider the following points:

¥ Write clearly

¥ Write only on one side of the paper

¥ Underline key words with a colour marker

¥ Do not read the contents of the manuscript when presenting.

It is agreatadvantagéo haveacquiredhenecessarjrainingasaspeaketo enable
youto give presentationgsingnomorethananoutlineof mainpoints.It is primarily
this type of speaking that you should train yourself for

5.2.3 Presentation Equipment

Whatyouhaveto saytoyouraudiencevill beunderstoodanorereadilyif younotonly
let themhearthe presentatiomut alsogive themsomethingo look ataswell. You
shouldalwaystry to comeupwith somemeanf illustratingyour presentatiomvith
visualmaterialgf possible Alwaysfind outwhattype of presentatiomquipments
availableat the placewhereyou will give the presentationYou shouldnot merely
assumehatthe equipmenthatyou needis presentCheckwell in advanceof the
presentation that the equi pment that you need to useisinworking order and ready for use.
Do not rely on othersto check the equipment. It isyou who will be faced with aproblem
if the equipment isnot in working order, or there are no pensto write on the board with.

Try to avoid choosingsupportingmaterialsthat require continuousand time-
consumingrrangement®r theiroperationForexampleghattheroombedarkened,
thata portionof theaudiencanustmoveto view the materialsproperly or thatthe
furniturein theroomhasto berearrangedh themiddleof thepresentationSomeof
the more common supporting materials and their use are:

Paper Copy
¥ Candistracttheaudiencdrom the presentatiorif distributedataninappropriate
moment.

Board Writing

¥ Youraudiencewill beleft unoccupiedavhile materials beingwrittenontheboard.

¥ The speakelis usuallytemptedto speakwhile writing, andis thenheardwith
difficulty by the audience.
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Paper Pad
¥ Can be used in rooms without fixed boards.
¥ What is written on the pad can befidiflt to read at a distance.

Demonstration Model
¥ If passedroundt canbedistractingor theaudienceif heldbythespeakeit must
be visible to everyone in the audience.

Slide Projector
¥ Requires a darkened room.

Overhead Projector and PowerPoint
¥ HasmanyadvantagebButcanbeoverutilised.(Foradviceontheiruseseebelow).

Whateversupportingmaterialsyou use thereareafew thingsthatyou shouldkeep
in mind:

¥ Do not block the view of the board or pictures.
¥ Do not talk to the board, but to the audience.

Equipment liketheoverhead projector and PowerPointisoftenvery useful It givesasense
of gpontaneity to the presentation at the sametime asit alowsfor careful preparation of
pictures. It al so encouragesaudience contact sincethe speaker canavoidturning hisor her
back on the audience to write on the board. However, it is easy to abuse the use of the
overhead projector. Below are some examples of how this occurs:

¥ Do notshowtoomanypicturesquickly. Theaudiencenusthavetimeto seewhat
Is on the picture before it is taken away

¥ Thetextmustbeelegiblefor theentireaudienceTo showanoverheadvith plain
typewrittenlettersor takenfrom a publishedbook is not sufficient. To work
effectively thisform of textmustbeenlagedbeforebeingpresented Makesure
to checkpersonallythatthetextcanbereadin thetypeof room in whichyouare
goingto makethepresentationwith the possibilitieswhich currentlyexisttoday
for text enlagement it is inexcusable to show illegibly small text on overheads.

¥ Do notfill thepictureswith text. Be satisfiedinsteadwith writing key phrase®r
main points on the overhead. Make simple pictures.

¥ Do notincludeanythingwhichyoudo notintendto speakabout.It only servedo
distracttheviewerby giving materialwhichis notaddresseah the presentation.

¥ Use diferent colours to symbolise tkfent elements in the picture.
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5.3 Speaking

5.3.1 General Performance ahadience Contact
Place yourself so that you can see and hear everyone in the audience:

¥ Rather in front of the audience than in their midst
¥ Rather standing than sitting.

Avoidthestereotypicamovementsnadeduringapresentatiortpe-tappingplaying
with your glassespacingto andfro. Insteadfry to movenaturally let yourgestures
andmovementexpressandunderlinewhatyou wish to say Maintaineyecontact
with theaudiencebutavoidfocusingcontaciononesinglememberof theaudience.
Thatpersonwill soonbemadeuncomfortabldoy theattentionwhile therestof the
audience will feel ignored.

Do notbeafraidof silence Gatheryourselfamomentbeforeyou beginto speak
sothatyou havetimeto capturetheattentionof theaudiencel et thelastword hang
in the air beforeyou leaveyour placein front of the audienceMake shortpauses
betweerthe differentpartsof your presentatiorsothatthe audiencas ableto form
a picture of its structure.

If by chanceyou shouldloseyour concentrationdon®panicandmakea frantic
anddesperatattempto find thethreadof your presentationThiswill probablynot
succeedandyou will becomemore confusedithe audiencewill noticeandfind it
embarrassindn suchaneventyoushouldinsteacadmitthatyouhaveforgotterwhat
youwereaboutto say andcarefullylook for whereyouleft off in yournotesfor the
presentation.

5.3.2 Voice Control and Expressions

Speakso thatyou are heardclearly, andarticulatewith care.Find a tempowhen
speakingvhichisneitherforcednortooslow. Varythetempaoaccordingothecontent
of what you are saying. Make pauseswhen changingto a new portion of the
presentationf youoftenfind thatyoutalk tooquickly, forceyourselfto pausenore
often.Vary your toneaswell asyour tempo;avoid speakingn a monotoneAvoid
rising inflexions at the end of statements or phrases.

Usespokenlanguageexpressionsthat areappropriateand correct (useof expressions
suchasand, that, is, andbut is not recommended)Avoid expressionsvhich are
uncleamanddistractattentionfromwhatyouaresaying Avoid undefinechoisessuch
asmm, um, anduh for example.

4.3.3 Vocabulary and Grammar

Use spokenas contrastedwith written languageexpressionsvhen making your
presentatiorAvoid emptyfiller wordssuchassort of, like, andwhat. If youhaveto

46



useatechnicatermwith whichyoubelieveyouraudiences unfamiliar, spealclearly
andcarefully andwriteit ontheboardf possibleUsetheformsappropriatéospoken
ratherthanwritten languagesimple sentenceonstructionsfree associationand
creativewordchoice Do notpackasmuchinformationinto sentenceasonecanwith

written languageAt the sametime, be sureto speakin completesentencedn the
proper context and using proper sentence constructions.

5.4 Conclusion

It takespracticeto becomeagoodspeakerTry thereforeo acquiresomeexperience
of giving oral presentationduringtheseyearsof universityeducationYouwill find
it a useful skill in later working life.
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6 TheOppogtionandtheCritica Evauation

The critical studyandevaluationof researchreportsis a necessargomponenf
researchvork. Doctoraldissertationaredefendedn publicdisputationsBooksare
reviewedResearchetsavetheirresearclaccomplishmenteviewedvhenapplying
for academigositions.Thecritical evaluationof essay®r paperdormsthe major
taskatpolitical scienceonferencedyothnationally in ScandinaviaattheEuropean
level,andglobally. Becauseontinuityandcumulativeproductions ademandf the
proces®f scientificresearcht iscommorthatscientificreportsalsocontairnreviews
of thestateof theresearchn thearearitical evaluationis animportantcomponent
of theseoverviews.

A critical approachs agenerarequirementwhenreadinganyscientifictext. The
textsthatyouwrite duringyourstudiesattheDepartmenof PoliticalSciencewvill also
becritically evaluatedNot only by thecoursenstructorresponsibldor gradingbut
also inseminars. All essays are ventilated in seminars within the courses. Even the
paperproducedvithin theso-calledeadingcoursesreoftendiscusseth seminars.
Theseminaformatalreadyoccurdgn thefirst termof instructionin political science.
Theseminarprocesss onewhereyourfellow studentonthecoursereadthe paper
thatyouarepresentingTheydothisbeforetheseminayandoneortwo of thestudents
areassigne@sopponents, with thetaskof providingmorein-depthevaluationghan
theotherstudentsn theseminar (Forthesestheruleis two opponents) While the
opponentshave an importantrole within the seminarformat, all studentsin the
seminar are expected to participate actively in the discussion of the paper

In preparatiorioraseminatheopponentappointednustmakeacriticalappraisal
of all aspect®f thework representedly thethesis(or similarwork - for the sakeof
simplicity, whatfollows mentionsonly theses).However not all of this appraisal
needdobereportedattheseminar Thediscussiomustfirstandforemosbedirected
totheessentialsThemostimportantaspecof thethesidgs howits authothasfulfilled
theresearclassignmentOneapproaclby theoppositionwhich oftenworkswell is
to arrangethe discussiorasan examinatiorof the variouselementsn theresearch
process.In thisthereareawholeseriesof questiongo beaddressedFor, example,
howhastheauthorsolvedthetaskof definingaproblem|inking it toabasisn theory
justifiedhisorherchoiceof methodrelatedt toearlieresearchvork,assemblednd
analysedhe material,andansweredll the questionghathavebeenput? To what
degreas theresultof theanalysisdependenbnthetheoreticabndmethodological
choicemade?Is the thesiswell written, well orderedandis the Othread®asyto
follow?

Thereis, however no generallyapplicablerule and with sometexts another
approachmay provemorefruitful. Nonethel esstheopponentsmustinall circumstances
avoid simply leafing through the text, page by page,and giving unsystematic
comment®namixtureof majorandminorpoints. To enableboththeauthor(sland
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other participantsin the seminarto follow and take part in the discussionthe
opponentsnustalwaysbeginby statinghowtheyintendto structureheiropposition.

All texts haveboth their strengthsand weaknesses.The opponentanust not
neglectto bring outwhathasbeenwell donein thethesis. Remembethatpositive
criticism(like negativeeriticism)mustalwaysbesupportedy clearagumentsWhy
is it good? Nonethelesghe mainthrustof thediscussiormustbedirectedto those
aspect®f thethesisthattheopponentgonsideto be moreproblematical.Thereis
anelemenof role-playingin anacademiseminayin thattheduty of theopponents
is preciselythatDto oppose Correspondinglyit is the autho@ duty to defendthe
writtentext. Thereis thusnocall for thetwo sidesto try to reachagreementOnthe
contrary the idea is that the seminarshould developinto a constructiveand
illuminating discussionthanksspecificallyto the fact thatthetwo sidesendeavour
to defend their positions with the aid of the beguarents they can devise.

However it is also part of the opponentrole to weigh the strengthsand
weaknessesf thethesisunderdiscussiomn orderto arriveataverdictonit asawhole
(to be given either at the beginning or at the end of the discussion).

The opponentole canbe partcularlydifficult if the thesisbeingconsidereds
either unusually good or unusually bad.

If, asanopponentyoureceiveaparticularlygoodthesigo examinethereis arisk
thatyou maythink thereis little youcansay In thatsituation,in preparingyourself
youmustmakeanextraeffort tofind interestingjuestionsoraise.Theyalwaysexist.
Evengoodthesesredebatabldin a positivesensethatis. You can,for example,
invite theauthorto statetheargumentgustifying hisor herchoiceof theoreticabnd
methodologicapremisesyou caninitiate adiscussiorof the outcomeof thethesis
andits furtherimplications,andyoucantry to developyourowninterpretatiorof the
authok3 material.

If, ontheotherhand youreceiveaweakthesisvith manyshortcominggyoumust
remembethatdiscussionn aseminamustbecharacteriselly respecfor theauthor
andtheeffortsheor shenasmade.Evencriticismwhichis severan substancenust
be deliveredin a friendly and constructivefashion. A thesis seminarwhich,
figuratively speaking, ends with Oblood all over the floorQ is a failed seminar
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Appendix 1 Abstracts

Abstract (Bachelor level)

Womenin the Third World aresubordinatedh societyaswell asin thefamily. The
aim of this thesisis to examinewomen®organisationsand their possibilitiesto

empowemomen Ourobjectof studyis twowomenébrganisationsQrganozasaala
MulherMosambicang OMM) andAmai apaBanda/Amai). We havemadeaMinor

Field Studyin Mozambiquewherewe conductednterviewswith womenfrom the
organisationsWe use feminist empowermentheoriesto measurethe women§
empowermentTo analyseempowermentve usea modelwith indicatorssuchas
welfare, accessconscientisationparticipation,and control. When studying the
organisationsértivities,we measuréf theystriveto changevomenépracticaland
strategicgenderneeds.We comparethe organisationsto seeif there are any
differencedetweertheirempoweringandtransformatorypotential Wefind thatthe
womenin OMM haveenhancednoreempowermenthanthewomenin Amai, since
theyhavegainednoreconsciousnesandknowledgehantheAmaiwomenOMM@G

activitiesaremainly strategicwhile Amai®arepracticaloriented OMM hasmore
empoweringpotentialthanAmai, asthey throughtheir activities strive to change
gendersubordinationThe organisationgack transformatorypotentialasneitherof

them addresses practical as well as strategic gender needs.

Keywords: Mosambique, Women&Organisations EmpowermentPracticaland

Strategic Gender Needs, Feminism
Characters24390
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Appendix 2 Title Page

Lund University Master of Eurdjidains
Department of Political Science Sprengn 2005
Supervisor: Jakob Gustavsson

InterregionallradeRivalry
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LeslieWehner
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Appendix 4 Introductions

1. Introduction

1.1.The Subject of the Study

For centuriesthe questionof internationaltrade, in various aspectshas been
importantfor statestrying to achievea maximumincreasen wealth.In orderto
maximisethe wealth of the nation, statesfought wars and thus extendedtheir
economiadnterestdeyondheirpreviousbordersThemostimportanteasorfor this
policywasthesearchor politicalindependencandself-suficiency, two of theprime
characteristicof the military-political world as definedby Richard Rosecrance
(1993,pp 33-35).

After the secondVorld War had ended in 1945, the world was facing a totally new
situationconcerningherelationsbetweenstatesThe very rapidly growing global
economymadeit notonly costly butalsoirrationalfor statego focuson territorial
gains.Theworld moved,very quickly, to becomemorelike atradingworld, where
internationaltrade becamefar more importantthan it had ever beenbefore.The
tradingstatenadtakenovermanyfunctionsof theterritorial stateasakey concepof
internationalrelations,andthe interdependencbetweenstateshad createda new
perspective on foreign policy

With thisgrowinginterdependende mind,theUnitedStategookseriousactionsn
the post-war erain order to strengthen the free world. The establishment of the Bretton
Woodssystem madeit possiblefor liberal democraciesto createreliableand strong fiscal
and monetary policies with a currency connected to the U.S. dollar. This move by the
United States further hel ped internationa trade because it established strong currencies.

It washowevemecessaryo do somethingabouttheinternationakradingsystemn
itself. Facingtherealitiesleft by the painfulwar, thewesterrallieswantedto create
an internationalsystemwhich would reducethe risk of some countriestaking
unilateralaction,suchasraisingthe tradebarriersagainstimports. Therewas an
immediatecall for internationakuleson traderelations.Thus,in 1947the General
AgreemenonTariffsandTrade(GATT) wasestablishe@Andersorl990,pp 60-62).
The formationof the GATT madeit possiblefor the United Statesto enforceits
domestically liberal tradepolicy ontheinternational arena. WithAmericanleadership,
theworld wasfacingnewpolicies,whichweremeantto preventwarsandestablish
economiclinkagesbetweentheparticipating countries. Throughfollowing negotiation
rounds the regime was extended and barriers were lowered.
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In 1994, after along time of hard bargaining, the most far-reaching trade liberalisation in
thehistory of theworld becameafact asthe Uruguay Round negotiationswerecompl eted.
However, this round was quite different from the earlier rounds. This was specificaly
notable for the United States. The world had |eft the post-war structure behind and was
facing atotaly new situation, where the former communist world had become onewith
the free world. The world economy was far more integrated, resulting in high inter-
dependence between countries, including the United States. The power of nationswasno
longer linked only to territoria and military measures, but also, and foremost, to their
economic position in the world as Rosecrance (1993, pp 20-22). argues. It iswith this
environment in mind the United States entersinto negotiations conceming anew trading
regime.

1.2.The Purpose and the Problem of the Study

DuringtheUruguayRound theUnited Statesvasfacingadifficult problem:howto
pursuealiberaltradepolicy despitethe growingtendencytowardsprotectionismat
home.This crucialquestionwasnotthe easiesto answerNonethelessn 1994the
UnitedStatesignedheUruguayRoundagreemeniThepresumedailurehadturned
into asuccessAs mentionedabove agrowinginterdependenameanghatstatesare
facingnewsituationsn their policy-making. How is it possibleto defendnational
interests in the global political economy? Is it possible at all?

The purposeof this studyis to analyseanddiscusgheimportanceof the changesin
theinternationabtructureothetradepolicy of theUnitedStatesl wanttoemphasise
that the internationalenvironmenthad a strongimpacton the United States.The
internationastructurecalleduponclaimsfor protectionisnatthedomestidevel,and
it alsowastheprimefactorin explainingthewillingnessof theUnited Statego sign
theagreementTheincreasingnterdependenceetweenrstateanakest impossible
for decision-makers to ignore it, even for a country as the United States.

Themain questions raised in this essay are as follows:

¥ Towhatextenthasthe changen theinternationalstructureinfluencedthetrade
policy of the United States?
*  What economic and political aspects may explain the agreement on trade in services?

1.3.The Plan of the Study

Thestudyrestsupontheabovementionedjuestionsin Chapter2 | will discusghe
theoretical aspects. Thecentral theoretical aspectswill bethoseconcerninginterdepen-
denceand hegemonicleadership. In Chapter 3ananalysi sof thechanging preconditions
of theglobaleconomyandthusfor the GATT-regimewill begiven.In this chapter
somekeyconceptaredefined| will alsooutlinetheconsequences thenewpower
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structurefor the United States.This secondpart analyseshow the changein the
international system has created demands for protectionism.

Chapter4 thenturnsto the internationalsystemitself anddiscussesnotivesfor a
liberaltradepolicy andachangeof theregime.In thischaptetheimportanceof the
GATS will be stressed! will studythe impactof economicinterdependencand
internationalpolitical factors,and therebycombineit with the previouschapter
Chapter 5 finally summarises the study

1.4. Delimitations of the Study

It is, quite understandablynot possibleto cover every aspectin the relevant
negotiation.Suchananalysisvould requirea far moreextensiveresearchFor this
reasortheanalysisn thisstudyhastobedelimited.Suchadelimitationhasobemade
on several aspects of the study

Firg it is necessary to delimit the number of actors participating in the negotiations.It
would be impossible to cover the problems of al states, or even all the mgor states,
involved in the Uruguay Round. This study consequently focuses on the policy of the
United Statesof Americasincethat country hasbeentheprimeactor s ncetheestablishment
of the GATT in 1947. Another reason for choosing the United States isits problematic
situation, both domestically and internationally, during these negotiations. It isaso this
situation that isthe central focus of the study. It hasto be emphasi sed that the intention of
the study isnot to penetrate the U.S. negotiation policy, but rather to examinethe change
of U.S. trade policy causing problemsfor its multilateral commitments.

Secondtheempiricalissue-ares strictly delimited.Thetheoreticalliscussiorand

analysiofthechangingstructureawill beilluminatedbyusingtheGenerahgreement
onTradein Service GATS) asanexample Surelytherearemanyotherareaghat

could just as easilyilluminate the new power structure.lt hasbeennecessaryo

delimit the studyin this perspectiveaswell. The reasondor this delimitationare

several.The servicesectorwas one of the new areasto be discussedluring the

Uruguaynegotiationslt seemdo bequiteessentialvhenit comedo thenewglobal

powerstructure Evidenceof thismaybederivedfrom thefactthatthe UnitedStates
putalot of effort onthispartof thenegotiationgromthebeginningAccordingto my

point of view it wasobviousthatthis partof the negotiationsvasthe crucial one.

Therefore | find it more appropriate than other sectors.

Third, thelevel of analysigs alsosubjectto a delimitation.Sincethe studyintends
tofurtherinvestigateheinfluenceof theinternationaktructureonthepolicy pursued
by theUnitedStatesthelevelof analysishasto bedelimited. Theemphasiss puton
thesystemidevel, drawingattentionto the changingnternationapowerstructure.
The reasonfor this is that the most important actorsin internationalrelations
ultimately are statessinceonly stateshavethe capacityof signinglegally binding
conventionsand agreementsl do not underestimatehe value and influence of
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internationainstitutions,individual decision-makergjomesticpolitics or political
interest groups. In this studyowevey the international structure is in focus.

Fourth thestudywill notfocusonthenegotiatiorprocesshutratherontheproblems
for the United Statesandthe causedeadingto an agreementFurther it is notan
analysisof thedomestigpolicy of the United StatesThus,the political turnsin the
U.S.Congressrenotessentiafor thestudy Remembethatit is ananalysisof how
the changan theinternationalstructurehasaffectedthe tradepolicy of the United
StatesThemainfocusis dueto this putoninternationafactorssuchasthegrowing
interdependence and the hegemonic decline.

1.5. Relevance to the Field of Political Science

In the doctrineof political sciencethe internationalpolitical economyaspecthas
gainedgreatattentionandrespectin contrasto earlierworksin field it is nolonger
seenonly asa marxisttheory which is a greatdifference The interactionbetween
politics and economicds becomingmore importantin the complexinternational
system of todaylhere is no longer a sharp distinction between the two concepts.

Thecompletionof the UruguayRoundis themostfar-reachingglobaltradeliberali-
sationin thehistoryof theworld. Therole of the United Statesthe hegemorieader
of thepost-warperiod,andits decisionto cooperategdespitestrongdomesticclaims
for protectionism, is of high relevance to the field of political science.

1.6.MethodologicalAspects

Thematerialusedn this studyhasbeenvariousin its characteandcontent.Several
authors have dedlt with the problems concerning GATT. Political scientists as well as
economists have shown great interest in the issue. The framework of the materid,
therefore, hasbeen both political aswell aseconomicin character. Economicanaysesare
not of interest for thisstudy and have been omitted from thediscussion asfar aspossible.

The political materialis basedon writings in the fields of internationalpolitical
economyinternationalpolitics, internationalnegotiationsandinternationalecono-
mics. The literaturehasconsistedof booksaswell asarticles.Many thingshave
happened during thelast decadeand sincethe Uruguay Round recently wasterminated,
the theoretical debate is often found in articles.

The methodologyusedin theresearchs oneof critical analysisof theinformation
assembledlhisanalysissthereafteputin itstheoreticatontext.Thepurposefthe
methodis to analysehepolicy-arean orderto answeithequestiorposedThecase
study of theGAT Sproblematicsis, of course, a soof great importancemethodologically.
As mentionedabove the casestudydoesnot analyseall the turnsin the Uruguay
Round negotiations, rather it uses it to illuminate the problem of the study
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Appendix 5 Tables, Charts and Figures

Table 3.1 Percentage of minimal winning and minimal range coalitions in the
SwedishRiksdag during diferent government types (1971-1991).

Majority Strongminority Weakminority
government  government government
Minimal winning
coaltions 40 % 39 % 28 %
Minimal range
coalitions 38 % 33 % 23 %
N= (666) (1,043) (666)

Chartl.1 Outline of party coalitionsin the Swedishparliament1971-1991with a
numericalcriterion.

Coalition type:

All-party
Oversized
. Minimal
N = 2,686
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Figure 3.1 Conflict of interest and coalition formation.

No conflict Total conflict
of interest of interest
< [
Maximum- Oversized Minimal (No
size coalition coalition winning coalition)
coalition

Other factors influencing
the decision process
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