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Dear Faculty Member: 

The enclosed Instructions for Form of 
Investir·&tive Papers are sant to you by the 
English Depertmen t to 1':::eep y01,1 inforr~ed regard­
ing the training ue are riving to all our 
students in the prer1sr::1tion of fo:r,ial naners. 
"'ile realize that sor1e r!lecLs.nicc..1l details rmy not 
be those which you prefer in ycur classes, but 
we ho,::,e that we b.r-tve WOI'ked out a modern style 
sheet here. l'lease feel free to ::iake s11c,ees­
tions for improvements. ½e revise these 
instructions annually and. can tal<:e advantage 
of your sucgestions for next year. 
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BIBLIOGRAPHY 

A bibliography should be attached to every long investigative theme or 
semester paper, represe~ting t he bo oks, articles, and other sources 
consulted in the prepar2tion of tte paper. Only those sources actually 
used in the paper should be listed, If the bibliography is long, 
aivide the sources int o books, ar ~i1 les, letters, and unprinted 
sources. Otherwise, g~au, all i tems together. List them under each 
heading alphabeticall y :·3' a u th-or s~ If more than one item is listed 
under any author, arranr2 t he items alphabetically by title~ 

7o rm of Bi~liography 

I. Books 

Kappler, \'Jilli am M. ( con:piler). Tre a tie_~..,_..Q.2.nven ti ons 2 
International .Act s , __ y rotocols __ A:';d Ag::eements be t we en United Statei:, 
of America and other Powers , .,. '7'.'6·~1909. 2 Volumes. Washington: 
Government Prin tin:g -Offi ce ;·1 ijf0. 

Macgowan, Kennsth. The Theatre of 1romorrow. New York: 
Boni & Li verigh t, 1921 • . 

Ramey, Alfred Robert and Johnston, Winifred (editors). 
Readings in §pglif'h _s_I.2.§.~• New York: Doubleday, Doran, 1931. 

Report of the J oint Cc:JT'Q:~~~~~~--- on Standards . ..£.o._r._~.?J?.ht..£ 
Presentation. New York: AroeTtcan Society of American Engineers, 
1918. 

II. Arti oles 

"Abelard," Encyclopedia Britannica (13th ed., 1927), 
I, 100-10. 

Brown, Mary. 
XX (1927), 257-60. 
pp. 257-60.J 

11 Eow to Build a Summer Home," Atlantic Monthly, 
[or: Atlantic Monthly, November, 1927, 

"Chemical Warfare in the Future," North American Review., 
216 (1922), 476-80. 

Editorial, Fort Worth Star-Telegram, October 30, 1933. 

"Expedition of Captain Fish to the Rocky Mountains," House 
' Ex, Doc. No. 45, 38 Cong., 1 Sess. 

Woolf, Virginia. "How to Read a Book," in The 1936 Collee;e 
Omnibus. Edited by James Dow McCallum. New York: Harcourt, 
Brace & Co., 1936. 
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III. ~llir s, ~_?.nuscripts, and Interviews. 

Interview of John Smith with Yiilliam Brovm, Fort Worth, 
Texas, October lt 1933. 

Manuscript of Izaac Van Zandt Letters in the Library of 
the Universiiy of Texas. 

Abbreviations 

The following standard abbreviations are permissible in bibliographies 
and footnotes: 

chap. (chapter) 
, ed. (editor or edition or edited) 
ff. ( following) 
ibid. and ibidem (in the same place) 
o"p.-cit. (in-the work cited) 
p. and pp. (~age and pages) 
vol. (volume) 

FOOTNOTES 

These are the purposes for which footnotes are used: to cite sources 
from which specific statements or quotations are taken; to permit the 
author to comment on his own work; to ind.icate material related to the 
discussion but not important enough to- be included in it. 
Two methods of arrangins footnotes are satisfactory. (1) An arnbic 
numeral is superimposed at the point in the discussion where the note 
is needed; and at the bottom of that paGe of manuscript the numeral is 
repeated and the footnote placed. (2) A numeral is placed in the 
discussion, as above indicated, but the corresnonding !·,uneral and 
footnote are placed im!11ediately beneath that passage in the manuscript. 
In both arrangements, the numerals may run consecutively for each pae;e; 
or they may be continued consecutively for the chapter or for the 
entire paper. 

Form of Foot:o.ote2 

5Arthur F. Bryce, The I-Iis_toJJC._ of Greece, (1925), I, 289. [The 
date may be omitted after the first citation~ 

22Mary Brovvn, "How to Build a Summer Home," Atlantic Monthly, 
XX (19~7), 257ff. (Or: Atlantic Monthly, November, 192?, pp. 257ffJ 

?E~cyclopedia Brii_~~nica (13th ed., 192?), XXI, 27. 

4 11 If he can get for the Kyng a piece of mony, I thynk it will 
gage hym that waye from harkening to papi stica 11 confederacy." 
(Wright, op. cit., II, 442). 

~ 

lOibid., p. 516. (Ibid. must refer to an immediately preceding 
0-i ta ti O n:r-

40Wa dl e y to Cooper, December 31, 1862, Official Records, S~r. IV, 
Vol. 2, 270-72. 
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Several bulletins from the Federal Bureau of Investigation 
have just been received by S/J. Hutton. If any faculty mem­
ber would like to read any or all of them they will be loan­
ed for a few days at a time. 

A bulletin from The Temple Tours has just been receivedo 
If any ~ember of the faculty is interested in European 
travel for next summer this bulletin will give valusole 
information. ,See The Hecistrar. 

Beautiful Christmas covers for church bulletins uay be 
secured through the United Christian Missionary Society, 
222 Downey Avenue, Indianapolis, Indiana at 25¢ per 100 
copies, If you are serving a churcri'"rand want some of 
these leave your order withs. W .. Hutton not later than 
Friday of this week. 

A valuable copy of 11Art Studies in the Life of Ghrist" 
by Bailey has either been loaned or misplaced within 
the last few weeks. Will the finder please return it 
to the Re~istrar's Office. 

Please urge your students to check up on their spring 
registration if they have made any oJ.rnn-~;e in tlJeir 
course si~ce first registerine in the fall. All snring 
re[:istrations ad justed now Vi ill lighten the January load 
for both office and student, and wiJ.l assure the faculty 
ample opportunity for conference with vroblem students. 

Faculty Dinner---Tuesd,ay, December 14, 193'7 ,~ t '7: 30 P. M. 
Tickets 60¢ each. Reservations must be made by Saturday 
noon with Nirs .. 'Vii 11 is He1'✓a tt--4-292'7 ~ Formal attire if 
desired. 

The followine Btudents have withdrawn from school and 
should be taken from class rolls: 

Flatt, Vera 
Miller, Charlotte 
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The Administrative Polj_cy concernine the Summer Term: 

The Pool plan was the proposal of the fa0ulty, accept­
ed by the Administration. It is a fine expression of the 

·cooperative spirit of our group 1 making po;sible the use 
of more teachers, and favoring those of the lower salaries.~ 
Since tlle salary scale j_s still quite under par, - the Camm-
i ttee and Cabinet thoucht the Pool Dlan s:1ould be . continued. 

The Administration exDress2d tc the Comnittee and to 
the Cabinet its willinc;ness to OJ:,erate the Summer Term on 
either plo.n. 

There are two weaknesses in the Pocl plan, ".!e cite 
them that they may be counteracted by a fiDe spirit of 
cooperation. 

The first is unc~rtainty. Any teacher may offer his 
courses, but not un ti 1 work 1.Je,o;ins 1.,iny so ·1e be sure they 
will ~aterislize. The second is the temptation and 
pressure to com:rietition. Hhere needect income is involved, 
a teacher will feel the urpe to solicit students. This 
tends to competition; it risks t~e lowerins of profession­
al dignity and prestieeQ 

To counteract this weakness of the plan, consid2rute 
cooperation is needed. Courses that rcpe3tedly draw the 
bare minimu.m or less should not be relied u;_)On or offered~ 
Each staff, and the staffs of related departments, should 
agree to some plan of e.lternation of offerings and of 
teachers b,r terms and summers., 

Sumri1er positions in other caller es !'!18'.l be o:Jtained for 
those whsse time it is to lay off here~ The Administration 
will be glad to assist in this. 

Colby D,, Hall 
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At its meeting Eecember 2, the Cabinet voted to conduct 
the Summer Term of 1938 on . the Pool Plan as beretofore with 
three points of modification. 

Toward clarity and convenience, the esse~ce of the Pool 
plan, as @edified, is here recited. The modifications are 
indicated bv (1938). · 

1. The tuition received is divided , 25'/! to tt:e University 
for overhead., 75:,~ to the Pool, lab fees to the TTi1ivc;rsi ty. 

2. The Pool is distributed on the basis of semester hours 
tau: h t, each te1~r;1 , re2Trdless of ra:11<.: or re pular sal2ry. 

3. Any teacher (i~ co~sultation with the staff) is 
pri vilec:ed to o:tfer any of 1:iis i~ec ulor co1u ·se ;.:,, if there are 
enouch enroll ~ents, as follows: 

:Fresh.mid So ph. Upper class or 
Rank classes G:r . r-wnk Class 

Minimum for a~l.? class 
Minimum for two classes of one 

teac:1c r, 3t a ti• :e (C .3.E.) 
Minimum for one teschcr vri th one 

C 1 a S S ( 3 3 • =~ • ) 

5 4 

12 10 

5 
The num~ers for Freshman snd So nhomore classes are 

new (1938). 

4. ( 1938) 'l1here sha 11 be i]O extra pay for Conference 
students, or e:':tra studeD.ts or Theses. Tbe income from 
these shall co in.to the pool 75:~1~ overhead 25':,\ . rrovided, 
the Equity Committee is authorized to count a 'l1hesis student 
as a part of the loed, if in its judr r~nt the circu~stcnces 
justifv. TeacI1ers mDv ta'.:e on these E:Xtra:::1 as tre y may 
desire to help st1.1.dents for enereenc'· needs. 

5. ( (1S138) 1:Le schedule shall 1Je changed to provide 
three periods of 90 minutes and 10 □inutes intermiss5on, 
with a possible fo1rrth period if needed. This will cover 
the time needed in five days, omitting Saturdav. The 
schedule recoc1mended is: 

7:Z0 - 9:00 10 minute int e r u. issi on 
9:10 -10:40 10 minute intermission 

10: 50 -12:20 10 minute intermission 
12: 210 ... 2:00 10 minute intermission 

6. The Curriculum Committee will serve as an equity 
committee to adjust matters of exception and equity. 

7. Facul tv r:iemoers are to use t 1-:eir influ_e11ce to secure 
students for the s1_1_ri1r:1er term, (but of course to avoid any 
semblance of influe:i.1ci11c stndents from □ :le clo.ss to another). 
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NAME DATE & CLASS REASON 

12-8 (All) Ill 
12-2 (All) Ill 
12-8,9(All) Cold 
11-29,30 (All) Ill 
11-1 ( Chem.11) working 
12-6. (All) Ill 
12-4,8 (All) Cold 
11-30 (All) Ill 
12-4 (All) Ill 
12-4 (All) Ill 
12-8 (All) Cold 
12-7 (P.'l'.) Gold 
12-3 (Journ.) Ill 
12-6 (All} Ill 
11-29,30 (All) Ill 
12-7 (All} Ill 
12-4 (All) Ill 
1 •') r:z; ,__,-..., (All) Ill 
12-6 (Ma th.) working 
12-8 (P.T.} Ill 

~ 
12-3 ( Ceo 1.) Ill 

I 
12-8 (All) Ill 
12-8 (All) Ill 

I 12-4 (All) Ill 
I 12-1 (All) Ill 

12-1 (-t;i•g r:J'r.) 
o .• ,n ... • 00 car trouble 

I 
12-2 (All) Ill 

I 12-6 (All) Ill 
12-7 (All; Ill 

12-6 (Iiist.) i'lu 
12-6 (All) Ill 
12-4 (All} Ill 
12-4 (All) Ill 
12-1 (All) Ill 
12-3,4,.G,:~8 (All) Ill 
12-8 (All Ill 
11--20-12-3 (All) out of 

town 


