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Here some guidelines for conducting research responsibly:

· Keep track of your sources; print electronic sources

While it's easy enough to keep a stack of books or journal articles on your desk where you can easily refer back to them, it's just as important to keep track of electronic sources. When you save a PDF of a journal article, make sure you put it into a folder on your computer where you'll be able to find it

· Keep sources in correct context

Whenever you consult a source, you should make sure you understand the context, both of the ideas within a source and of the source itself. You should also be careful to consider the context in which a source was written. For example, a book of essays published by an organization with a political bias might not present an issue with adequate complexity for your project.

· Plan ahead
Research can often turn out to be more time-consuming that you anticipate.
· Don't cut and paste: File and label your sources

Never cut and paste information from an electronic source straight into your own essay, and never type verbatim sentences from a print source straight into your essay. 

· Keep your own writing and your sources separate

Work with either the printed copy of your source(s) or (in the case of online sources), the copy you pasted into a separate document—not the online version—as you draft your essay. This precaution not only decreases the risk of plagiarism but also enables you to annotate your sources in various ways that will help you understand and use them most effectively in your essay.

· Keep your notes and your draft separate

Be careful to keep your research notes separate from your actual draft at all stages of your writing process. This will ensure that you don't cut language from a source and paste it into your paper without proper attribution. If you work from your notes, you're more likely to keep track of the boundaries between your own ideas and those in a source.

· Paraphrase carefully in your notes; acknowledge your sources explicitly when paraphrasing

When you want to paraphrase material, it's a good idea first to paste the actual quotation into your notes (not directly into your draft) and then to paraphrase it (still in your notes). 

When the ideas taken from your sources start to blend in deceptively with your own thinking, you will have a more difficult time maintaining the boundaries between your ideas and those drawn from sources. Finally, whenever you paraphrase, make sure you indicate, at each logical progression, that the ideas are taken from an authored source.

· Avoid reading a classmate's paper for inspiration.
· Don't save your citations for later

Never paraphrase or quote from a source without immediately adding a citation. You should add citations in your notes, in your response papers, in your drafts, and in your revisions. Without them, it's too easy to lose track of where you got a quotation or an idea and to end up inadvertently taking credit for material that's not your own.

· Quote your sources properly

Always use quotation marks for directly quoted material, even for short phrases and key terms.

· Keep a source trail

As you write and revise your essay, make sure that you keep track of your sources in your notes and in each successive draft of your essay. 
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