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Universitede Yazi Nasil Yazilir?

Kaynaklardaki fikirleri 6grenmek, diisiinmek, ifade etmek,
paylasmak ve kime ait oldugunu belirtmek

Taninmis Amerikali disuniir ve giizel konusma ustasi Kenneth Burke, bir
akademik soyleve katilmayi, insanlarin uzun siredir konustugu bir odaya
girmeye benzetmisti. Ister sehir planlama, ister elektrik mihendisligi,
ister tiyatro olsun alaninizdaki tartismalar yizyillardir hatta bazi
durumlarda binlerce yildir siiregelmektedir. Universiteye basladiginizda
s6z alma strasi artik sizin.

Bu konusmaya katilmak igin yalnizca alaminizdaki fikirleri bilmeniz yeterli
olmayacak, ayni zamanda buniarin kime ait olduklanni dogru ve tutarl
olarak belirtmeniz de gerekecekir. Universitede yazt yazmanin baslica
ozelliklerinden biri, diger dustnirlerin fikirlerini elestirel bir sekilde
kendi yaziniza katabilmektir.

Universite ortaminda yazi yazdiginizda goézoéniinde bulundurmaniz
gereken ¢ temel nokta vardir: :

» Kaynaklardaki fikirleri bilgi olarak ezberlemekle yetinmeyip, buniari
iyice 6zimsemek ve elestirel gozle inceleyerek defjerlendirmek.

= Diger yazarlann fikirlerini kendi sé6zcuklerinizle aktarmak ve dogru
sekilde alinti yapmayi 6grenmek.

= Yazarken kimin diistncelerini tartistiinizi herzaman dogru sekilde
belirtmek.

Diger dusundrlerin fikirlerini kendi yazilaninizda dogru kullanabilmeniz
icin bu kitapcgikta bu ¢ noktaya dair bazi éneriler veriliyor.

1. Okuduklarinizi 6ziimsemek icin zaman ayirin
Kaynaklardaki fikirleri kendi yazinizda birlestirmenin ilk adimu,
okuduklanniz ve duyduklarinizi dogru sekilde anlamaktan gecer.
Universitede sadece bilgileri 6grenmekle kalmayacak, bunlarin ne anlama
geldiklerini, amaglarinin ne oldugunu ve neyi ima ettiklerini de tartmaniz.
istenecektir. Kisacasi, kaynaklardaki fikirleri analiz edebilen,
degerlendirebilen, karsilastirabilen ve kendi fikrileri ile butinlestirebilen
elestirel bir okuyucu olmaniz gerekecektir.



Hocaniz, bir distndrin savlarini 6zetlemenizi veya iki yazann belli bir
soruna nasil yaklastiklarimi karsilastirmanizi istediginde, yapacaginiz ilk
is bu fikirleri, kendi sézciklerinizle anlatabilecek diizeyde, iyice
anlayabilmektir. E§er. zamanimizi iyi kullanirsaniz (okuyarak, not tutarak,
fikirlerinizi gelistirerek) basarili bir 8dev yazmakla kalmayip kendi
zihinsel yetenek ve becerilerinizin de gelismesini saglarsiniz.

Kaynaklardaki fikirleri analiz edebilmek ve kendi fikirlerinizi
gelistirebilmek icin asagidaki ipuglarindan yararlanabilirsiniz:

* Duyduklarimiz ve okuduklariniza dair notlar tutun. Ckudugunuz bir
metinle ilgili not tuttujunuzda, bunlara eksiksiz bibliografya bilgisini
(yazarin ve kayna@in adi, yayin tarihi, alintinin sayfa numarasi gibi)
eklemeyi ihmal etmeyin. Dogrudan alintilar ve dzetlerin yani sira,
konuyu uzun uzadiya inceledikten sonra gelistirdiginiz kendi fikir ve
tepkilerinizi de notlariniza ekleyebilirsiniz.

Hocaniz éneriyorsa, incelediginiz konuyu arkadaslariniz ve hocalariniz
ile tartisin. Bu sekilde 6grendiklerinizi daha iyi anlayabilir ve konuyla
ilgili daha saglam fikirler yiiriitebilirsiniz.

Hem okumak, hem de yazmak icin tekrarin 6nemli oldugunu
unutmayin. Yeniden okumak ve yeniden yazmak kaynaklardaki fikirleri
lyice anlamanin sartlaridir. Eger yazarlarin kaynaklardaki fikirlerini
temel alarak kendi dusiincelerinizi gelistirmeniz istenirse, kaliteli
elestirel yaz| yazmak agisindan gézden gecirme isi daha da énem
kazanr. lyi fikirler sézkonusu oldugunda hazira konmak zordur:
bunlarin gelismesi genellikle zamanla olur.

Ik taslagimzi kaleme almadan &nce fikirlerinizi diizenleyebilmek
acisindan bir plan yapmaniz yerinde olacaktir, Fikirlerin kagida
gecirilmesi genellikle daha fazla ve daha saglikli yazi yazmaniza
yardimci olur.

2. Kaynaklardaki fikirlerin 6zetlenmesi ve kendi
sozciiklerinizle yeniden ifade edilmesi
Universite ortaminda @nemli kabul editen bir diger beceri ise, disiniir ve
yazarlann fikirlerini kendi sézciiklerinizle ifade edebilmenizdir.
Bilkent'deki akademik ortamin bir pargasi olmak icin kendi diliniz ve
tarzinizi kullanarak kaynaklardaki fikir ve teorileri yeniden ifade
edebilmeniz gerekir. Bunun yaninda, mantikli ve ikna edici bir sekilde
kendi fikirlerinizi ve savlarinizi derleyip sunmayi da 6§renmeniz
beklenecektir.

Daha &énce bu cesit bir caba gdstermek zorunda kalmamis olsaniz da
Universitede genellikle 6nce kaynaklardaki fikirleri 6ziimsemeniz daha
sonra da bunlart yeni bir bakis agisi ile ifade etmeniz beklenecektir.
Bazen sizden baskalarinin bakis acilarini okuduktan sonra konuya dair
6zenle olusturulmus yeni diisinceler gelistirmeniz de istenebilir.

Lisans &drencisi olarak, bliyiik icatlar veya bilimsel kesifler
yapamayabilirsiniz. Ancak hepimiz, duyduklarimiz, gézlemlediklerimiz
ve dgrendiklerimizi kullanarak 6zgin disinceler, fikirler, analizler,
karsilastirmalar ve sentezler olusturabiliriz.

Kaynaklardan edindiginiz fikirleri aktarirken kendi sozcliklerinizi ve
tarzimzi kullanabilmek icin asagidaki Gnerileri g6zéniinde bulundurunuz:

» Yazil 6devlerinize erken baslayin. Béylece, kaynaklardan okudugunuz
bilgileri iyice sindirecek zamanimiz clacak ve bunlar kendi
sdzciklerinizle ifade edebileceksiniz.

s Mumkin oldugu élgliide ddevlerinizi birkag taslak halinde yazmaya ve
durum elverdigince bunlan hocalariniza géstermeye calisin.
Etrafinizdakilerle konusmak, ¢ogu zaman bir konuyu yanhs veya eksik
anladi§imizin farkina varmamizi saglar.

» Yazil 6devinizi teslim etmeden &nce, dikkatle kontrol edin.
Baskalarinin fikirlerini aktardi§iniz yerlerde, asil metnin sézciklerini
aynen almadan, kendi tarzinizi, kendi dilinizi kullanmis oldugunuzu
tekrar kontrol edin.
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Kaynaklardaki fikirlerin kendi calismanizla birlestirilmesi
Kaynaklardaki fikirleri kendi yazinizda birlestirmek igin
basvurabileceginiz t¢ temel teknik vardir:

= Ozet ¢ikartmak: Uzun bir metnin kisaltilarak, en énemli fikir ve
noktalarinin sunulmasidir. Ozetler, genelde uzun bir metindeki 6nemli
fikirlerin tartisiimasi sirasinda kullanilir.

» Kendi sézciiklerinizle yeniden yazmak: Bu durumda, aktardiginiz
bilgiler yaklasgik olarak asil metinle ayni uzunluktadir ve genellikle
uzunca bir eserin daha kisa pasajlarninin tartisilmasi sirasinda kullanilir.
= Alinti yapmak: Tirnak isaretleri (" ... ) icinde yazarin sézcuklerinin
aynen verilmesidir.

Kullandigim sozciikler ne zaman bana ait olur?

Ozet ¢cikartiginizda veya asil metni yeniden
yazdiginizda, kendi sézcuklerinizi
kullanmakla yetinmeyip, kendi tiimce
yapilarimizi da kullanmaniz gerekir.
Asagidaki 6rnekleri dikkatle inceleyiniz. Her
iki ornekte de, asil metinden aynen alinan
sbzcikler ve tiimce yapilan koyu olarak
verilmistir. llk érnekteki 6grenci, asil metnin
yeniden yazdi§inda, kendi s6zcik ve timce
yapilarini basarili bir sekilde
kullanabilmistir. lkinci érnekte ise, 6grenci
sadece birka¢ ana sézciigi degistirmekle
yetinmistir. Ozet cikartirken veya yeniden

yazarkan, herzaman kendi sézciik ve tiimce
yapilarinizi kullanmaniz gerektigini
unutmayiniz.

Uygun

Metnin asli: Iran Sahi, 1970’lerde ¢ocuklarin calismasini
yasakladigi zaman, Iran halisi fiyatlarinda artis oldu ve
Batili ahicilar yeni kaynaklara yonelmek zorunda kaldilar.
Bunun uzerine, on binlerce ¢ocugun koétl sartlarda
calistinldigd Hindistan, ucuz hali saglayan bir kaynak
haline geldi.

Yeniden yazilnus hali: 1970’lerde Iran’da cocuk
isciliginin yasayla kisitlanmasini takiben, Batililar
pahalilasan Iran halilarini satin alamaz hale geldiler. Cocuk
isciliginin yaygin oldugju Hindistan, bdylece daha diisik
fiyata hali dretip satabildi.

Uygun degil

Metnin asli: Iran Sahi, 1970’lerde ¢ocuklarin calismasini
yasakladigi zaman, Iran halisi fiyatlarinda artis oldu ve
Bauli alicilar yeni kaynaklara yonelmek zorunda kaldilar.
Bunun iizerine, on binlerce ¢ocugun kotd sartiarda
calistinldig Hindistan, ucuz hal saglayan bir kaynak
haline geldi.

Yeniden yazilnus hali: Iran Sahi, 1970’lerde

cocuklarin calismasimi durdurdudu zaman, Iran
halisi fiyatlarinda yiikselis oldu ve Batil tiiccarlar
yveni kaynaklara yonelmek zorunda kaldilar. Bunun
iizerine, on binlerce cocugun kéti sartlarda
calistirildig: Hindistan, ucuz hal dreten bir kaynak
haline geldi.



Ne zaman alinti yapmaliyim?

Ozet veya yeniden yazmak yerine alintinin tercih edilmesini gerektiren
pek ¢ok neden vardir. Bunlardan bazilar asagida verilmistir:
» Odevinizdeki 6nemli bir noktaya odaklanabilmeniz igin
» Yazdi§iniz konuya dair bilgiler sunmak icin

= Genelde kabul goren bilgi ve fikirleri sunmak icin

= Yaziniza otorite katmak veya cesitlilik saglamak icin

= Konuya dair farkl goériisleri vermek igin

= Bir noktayi a¢ikhga kavusturmak icin

= Bir sorunun karmasikh@ini ifade edebilmek icin

= Bir noktanin énemini okuyuculariniza isaret etmek icin

Yazilarinizda alinti yaptiginiz zaman asagidaki kurallara uymaya
0zen gosteriniz:

= Oncelikle, kullandiginiz tiim alintilanin kendi yazinizla bir biitin
olusturmasina 6zen goésteriniz. Okuyucularinizin alintiyi genel
cerceveye oturtabilmesi icin en azindan kisa bir giris yapmalisiniz.

= Alintilanin dl¢ult kullaniimasinda fayda vardir. Fikirlerinizi etraflica
disanip gelistirmediginiz veya yazmadidiniz durumlarda alintiya
basvurmaniz dogru degil.

= Yazdi§imiz girisi alintiya baglarken dilbilgisi kurallarina uyunuz.

Maxine Hairston ve John J. Ruszkiewicz'in, The Scott, Foresman
Handbook for Writers adh kitabindan uyarlanmistir.

3. Yararlandigimiz kaynaklarin belirtilmesi

Universite ortaminda yazilan yazilarin en 6nemli 6zelligi, kullanilan
kaynaklarin yazarlarini acik ve dodru bir sekilde belirtmektir. Bu kural,
hem 6zet, hem yeniden yazma, hem de alinti icin gecerlidir.
Kaynaklardan eksiksiz ve dogru olarak bahsedilmesi ahliki bir
sorumluluk tasimakla kalmayip ayni zamanda hocaniza ve okurlariniza
fikirlerinizin nereden geldidini de isaret eder. Baskalarinin sézciklerini ve
fikirlerini, bilerek veya bilmeden kendinizinmis gibi kullanmamiz,
iniversitede ve akademik ortamlarda “plagiarism” yani ¢alinti olarak
degerlendirilir.
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Yazarlarin, akademisyenlerin ve bilimle ugrasanlarin bu konuya neden bu
kadar énem verdiklerini anlamayabilirsiniz. Ancak bir Gniversite 6grencisi
olarak yazi yazmaya basladiginizda, bu gelenegin mantidini anlamaya
baslayacaksiniz.

Kullandiginiz fikirlerin giivenilir olduklarini géstermek ve de diriist
olmak agisindan, fikirlerin kime ait oldugunu belirtmeniz gereklidir.

Gilvenilirlik ve Dogrulama

Efer gecmiste, size bir adresin yanhs verilmesi gibi hos oclmayan bir
deneyim yasadiysaniz, yararlandiginiz kaynaklarla ilgili dogru ve eksiksiz
bilgi saglamanin ne anlama geldigini anlayabilirsiniz. Yazdiklarimzi
okuyanlar kaynaklarinizdan biriyle ilgileniyor ve kaynagin kendisinden
dogrudan faydalanmak istiyor olabilir.

Internet kullaniyorsaniz, "404 - Sayfa Bulunamadi” gibi bir hata iletisi
almanin ne kadar can sikici oldugunu bilirsiniz. Aymi sekilde, yazinizda
belirttiginiz bir kaynag: bulamamak, hocalariniz icin rahatsizlik verici bir
durum yaratacaktir. Kaynakla ilgili bilgileri acik ve eksiksiz olarak
saglamak, gergekten akademik ve profesyonel olan bir yazinin
gostergesidir. Bu, hem hocalarinizin, hem de diger profesyonellerin deger
verdigi bir davranistir.

Diiriistliik

Baskalarinin fikir ve ¢alismalarim kendinizin gibi gostermek ve izinsiz
olarak kullanmak, diiriist davranmamak demektir. Diyelim ki Unli bir
sanatgl kendisine ait olmayan bir par¢ay piyasaya sirdi ve kendisinin
yazdiini iddia etti. Gergek ortaya ¢ikinca, insanlann nasil tepki
verecedini disanan. Diger fikir ve sanat eserlerinde oldugu gibi,
sarkilarda da bir sanatginin alin teri, emedi ve yaraticih§ s6z konusudur.
Sarkiyr yazmamuis bir insan ortaya cikip "bu benim pargam" dediginde
diriast davranmamis olur.

Ayni diristlik esaslari yazi icin de gecerlidir. Yazi, bir insanin emedi ve
yaraticihg demektir. Size ait bir distinceyi kendisininmis gibi gosteren
biri alkis aldifinda kendinizi nasil hissedersiniz? Cogumuz belli bir fikrin
bize ait oldugunun bilinmesini ve bunun bize atfedilmesini isteriz.




Ancak, codu zaman bunun da &tesi vardir. Insanlarin yasamlarint yazi
vazarak kazandiklarini, yayinlarin insanlarin kariyerlerini belirledigini ve
yazih ddevlere not verildigini unutmamalisiniz. Baskasina ait kelimeleri
ve disunceleri kendisininmis gibi gosteren biri, hak etmedigi degerli bir
mah calmis olur.

Maddi mulkiyeti koruyan yasalarin yam sira, fikir ve sanat eserlerini
{vazi, ses ve video kayitlari, bilgisayar yazilimlan gibi) koruyan telif ve
patent yasalaninin da varoldugunu bilmeniz gerekir. Sonugta,
bagkalarinin fikirlerini izin almadan veya kaynak géstermeden
kullanmak, @iniversitede hos gériimedigi ve ceza durumu
olusturabiidigi gibi, yasalarin éniinde de dava edilebilecek bir suctur.

Baskalarinin disiincelerini kullandi§iniz zaman bunu nasil
belirteceginize dair aynintilar bu kitapgigin eklerinde verilmistir. Ancak
yine de bunu nasil yapacaginizdan emin degilseniz hocaniza danisiniz

Yararlandigim kaynaklari nasil
gosterecegim?

Makalelerde, raporlarda, kitaplarda baska eserlere yapilan géndermelere
“referans” veya "atif* denir. Bu gondermeler cesitli amaclarla yapilir.
Okuru belli bir konuda daha ayrintili bilgiye yénlendirmek, kullanilan
kanitlarin veya verilerin nerede bulunacagini gdstermek, verilen bilginin
veya fikirlerin kaynadini veya sahibini géstermek, veya bir fikri, bilgiyi,
sonucu daha dnce Gretmis kisi veya kisilerin bu dnceligini belirtmek
bunlardan bazilandir.

Metin icinde bir baska esere atifta bulunmak igin yaygin olarak
kuflanilan ve disiplinlere gore farklilik gésteren bazi standart bicimler
vardir. Burada bunlari aynintih olarak anlatmak yerine, asgari diizeyde
kabul edilebilir iki basit yéntemi gtsterecegdiz. Bunlardan ilki rakamlar
yoluyla atif, digeri ise yazar-yil yoluyla atifur. Herhangi bir ddevi teslim
etmeden 6nce, hocanizla goriiserek istenen yéntemin ne oldugunu
égreniniz.

1. Rakamlar Yoluyla Atif:

Atifta bulundugunuz eserlerin tam listesi sizin metninizin sonundaki
kaynakgada (buna bazen “bibliyografya” da denir) numaralandinlarak
verilir. Kaynakga listesinde hangi bilgilerin hangi bicimde verilmesi
gerektigi Kaynakca Yazim Tablosu'nda gésterilmistir. Bu atf yénteminde
kaynakgadaki eserler alfabetik olarak dizilebilecedi gibi, metin icinde
atfedildikleri siraya gére de dizilebilirler. Gelisigiizel dizilmeleri,
bulunmalarini zorfagtiracagindan kabul edilir bir yéntem degildir.

Metin icinde belli bir esere asagidaki érnekte gosterildigi gibi
atifta bulunabhilirsiniz:

Yazara gore, "edebiyat eserleri yazmak isteyen bir kadinin parasi ve
kendine ait bir odasi olmasi gerekir." [3, sf.87]

Burada koseli parantez icindeki "3" eserin listenizdeki sira numarasini,
"sf.87" ise bu eserin icinde kullandi§iniz alintinin sayfa numarasini verir
Bu yontemin bir alternatifi koseli parantez yerine kiiciik yiikseltilmis
numaralar kullanmaktir. Ancak bu ydntemde sayfa numaralarinin
gosterilmesi daha karmasik oldugu icin burada verilmemistir.

Rakamlar her zaman alintinin sonunda yer almak zorunda degildir.
Asagidaki érnekte goruldugu gibi baska makul sekillerde de
kultanilabilirler:
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Yazar [3, sf.87] "edebiyat esefleri yazmak isteyen bir kadinin parasi ve
kendine ait bir odas! olmasi" gerektigini iddia etmektedir.

Eger eserin belii bir sayfasina degilde tamamina genel olarak atifta
bulunuluyorsa, sayfa numarast verilmez:

Virginia Woolf'un eseri kadinlarin bazi isleri yapabilmesi icin gereken
kosullart degisik yonleriyle tartismaktadir [3].

Birden fazla esere atifta bulunulmasi da mimkdndar:

Bircok yazar kuresellesme karsitlarinin amaclarini yakindan incelemistir
[4,6,8-11,14-18].

Bu ifadeye en az iki yazarda rasthyoruz [4, sf.45; 5, sf.183].

2. Yazar-yil yoluyla atif:

Yazar-yil yontemiyle atif yapmanin bir faydasi da, okuyucunun hangi
esere atifta bulunuldugunu animsamasina yardimc olmasidir. Kaynakca
listesinde hangi bilgilerin hangi bigimde verilmesi Kaynak¢a Yazim
Tablosu'nda gosterildigi gibidir ancak bunlar listelenirken baslanna sira
numaralan yazilmaz.

Metin icinde bir esere asagidaki ornekte gosterildigi gibi atifta
bulunabilirsiniz:

Yazarin iddiasina gore "edebiyat eserleri yazmak isteyen bir kadinin
parasi ve kendine ait bir odasi oclmasi gerekir” (Woolf 1939: 87).

Burada "Woolf" yazarin soyadi, "1939" eserin yayin yili, "87" ise bu
eserdeki sayfa numarasidir.

Eger ayni yazarin (veya yazar grubunun) ayni yilda yayinlanmis birden
fazla eseri kullanildiysa, buniari 1939a, 1939b diye ayirmak gerekir. Bu
ayirim kaynak listesinde de yapilmahdir. Kitaba genel olarak atifta
bulunuluyorsa sayfa numarasi verilmeyebilir: Woolf 1939).

Parantez icindeki bilgi her zaman alintinin sonunda yer almak zorunda
degildir. Bu yontem asagidaki orneklerde goriuldugu gibi baska makul
sekillerde de kullanilabilir:

Woolf (1989) edebiyat yazma is'tegi icinde olan kadinlarin maddi imkanlara ve
yazacak bir yere sahip olmalari gerektigini iddia eder. :

Burada, yazarin adinin cimle iginde kullanildigi igin parantez iginde tekrar
edilmedigine dikkat ediniz. Ancak parantezde verilen bilgi yazarin adindan
daha asagida veriliyorsa kansikhgi énlemek agisindan yazarin adinin
parantezde yeniden kullanilmasi yerinde olabilir.

Eger iki yazar varsa, bunlar “" isareti veya “ve” s6zcidi ile birlikte verilir
(Woolf 1 Descartes 1989) veya (Woolf ve Descartes 1989) gibi. E§er 3 veya
daha fazla yazar bir eseri birlikte yazmislarsa, ilk yazarin adi verilip “ve
digerleri” yazilabilir: (Woolf ve digerleri 1990) .

Cerek rakamlarla, gerek yazar-yilla atif yaparken, kaynakcada tim eserleri
tutarh bir bicimde vermeye 6zen gostermek profesyonelligin geregi olarak
gorilir. Noktalarin, virgiillerin, hatta bosluklarin kullaniminda tutarliik
beklenir. Buyik harf kullanimi da yine tutarlilik gerektiren baska bir noktadir.
Kaynakg¢a Yazim Tablosu’ndaki 6rnekleri bu bakimdan 6zenle inceleyiniz.

Kaynaklarin Kullanimina lliskin Bilgi Veren Internet Siteleri
http://www.lib.berkeley.edu/TeachingLib/Guides/Citations.html
http://www.bournemouth.ac.uk/using_the_library/html/harvard_system.html
http://www.liu.edu/cwis/cwp/library/workshop/citation.htm
http://www.newark.ohio-state.edu/~osuwrite/style.htm

= APA (American Psychological Association)
http://www.wcu.edu/library/research/general/howtoguide/apastyle_how.htm!

= MLA (Modern Language Association)
http://www.bridgew.edu/depts/maxwell/mla.htm
http://www.wcu.edu/library/research/general/howtoguide/mlastyle_how.html



» Turabian (Chicago Manual Style)
http://www.bridgew.edu/depts/maxwell/turabian.htm
http://www.southampton.liu.edu/academic/fr_world/prg/mantur.htm
http://www.urich.edu/~writing/wweb/tura.html

s CBE (Council of Biology Editors)
http://www.wisc.edu/writetest/Handbook/DocCBE6.html

s Hilkiimet Yaymnlarinin Kullanimi
http://www.lib.memphis.edu/gpo/citeweb.htm

s Yasal Belgelerin Kullamim
http://www.law.cornell.edu/citation/citation.table.htm!

= Tibbi Belgelerin Kullanimi
http://healthlinks.washington.edu/hsl/styleguides/ama.html
http://healthlinks.washington.edu/hsl/styleguides/nlm.html
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Akademik Diirastliige Dair Yonetmelik

Baskalarinin fikir ve eserlerini izinsiz kullanmak veya kendinizinmis gibi
gostermeye kalkismanin ciddi sonuclar dogurabilecedini unutmamaniz
gerekir. Bilkent Universitesi’nin disiplin ve kopya konusundaki
yonetmeliklerini asagidaki internet sayfalarinda bulabilirsiniz:

http://www.provost.bilkent.edu.tr/procedures/DisipKopya.htm

Daha fazla bilgi icin Bilkent Universitesi Ogrenci Kilavuzu'nun 12.
sayfasina bakabilirsiniz.

Daha fazla yardim almak icin kime damisabilirim?

Akademik yazi konusunda yardima ihtiyaciniz olursa danigmaniz gereke
ilk kisi ders hocanizdir. Bu konuda daha da fazla bilgi isterseniz
basvurabilecediniz birka¢ yer daha var: .

Ingilizce Dersleri: Alinti, yeniden yazma ve kaynak kullaniminin dogru
olarak nasil yapilacag birinci sinifta aldiginiz Ingilizce derslerinizde
ayrintih olarak isleniyor. Daha fazla bilgi icin Ingilizce Biriminize
basvurunuz:

ELSU
x-5161
http://www.bilkent.edu.tr/~elsu/

FAST
x-2631
http://www.bilkent.edu.tr/~fast/fast.htmi

FYE
x-1461
http://www.bilkent.edu.tr/~fye

BilWrite: Bilkent Universitesi’nin yazi merkezi
BilWrite’da akademik yazi becerileriyle ilgili
teke tek yardim alabilirsiniz. Merkezimizle ilgili
bilgi veya randevu almak icin 2652 numarali
dahili telefonu arayiniz veya Fen Fakiiltesi A
Blok Bodrum Kat B-01'deki ofisimize geliniz.




How to Write in a
University Setting?
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This text is a preliminary version distributed with the aim of obtaining feedback
from the Bilkent community. Please send your suggestions to daren@bilkent.edu.tr.

How to Write in a University Setting

Learning, thinking, expressing, sharing, and
acknowledging others’ contributions

The noted American philosopher and rhetorician Kenneth Burke once
compared joining an academic discourse to entering a room where
people have been speaking long before your arrival. The discussions
that have been going on in your respective field of study - be it
urban design, electrical engineering, or theater - have been going on
for hundreds, sometimes thousands of years. Now that you are
beginning university, it is your turn to join the conversation.

Joining this conversation will require you not only to become
conversant with the ideas and thoughts of people within your field
of study, but that you consistently and correctly identify whose
ideas you are discussing. This is perhaps one of the most
characteristic aspects of university writing: correctly and critically
incorporating other thinkers’ ideas into your own writing.

In academic writing, there are three important skills that you will

need to learn:

= First, as you prepare to write, be sure that you understand and
critically evaluate the texts that you are reading rather than
simply memorising isolated facts.

= Second, as you begin integrating others’ ideas into your own
writing, be sure that you can summarise, paraphrase, and quote
appropriately.

= Finally, you will need to learn how to cite correctly the sources
that you are using in your writing.

This booklet is intended to provide you with some basic information
concerning these three areas as you begin your university writing
career. '



1. Take time to understand what you read

The first step to incorporating other peoples’ ideas into your own
writing is to be sure that you understand what you read. At university,
you will often be asked to learn not only facts, but also to understand
the meaning, purpose, implications and perhaps even passible
applications of others' ideas. In short, you will be asked to become a
critical reader who is able to analyse, evaluate, compare, and integrate
other people’s and your own ideas. Good academic writing should
represent your highest-quality, critical thought.

Whether your professor asks you to summarise a scholar's arguments
or to compare two thinkers' approaches to a problem, the first step
will always be to take the time to develop an accurate and critical
understanding of what you read. If you carefully manage your time -
reading, taking notes, and developing your ideas -, you'll not only
generate a good paper but also develop your cwn mental faculties and
abilities.

Here are some suggestions to consider that may help you to
understand and get ready to analyse others' ideas and perhaps even to
come up with your own well-developed ideas:

= Take notes on what you have heard and read. If you are taking notes
on something you are reading, be sure to write down the complete

- bibliographic information in your notes (ie., author's name, title of
work, date, and page number of quote). In addition to direct
quotations and summaries, you may want to include your own well
thought-out ideas and reactions in relationship to what you are
studying in your notes.

» Talk with friends and professors about what you are studying, if
your professor suggests this. Talking with others may help you to
understand better what you're learning and generate more solid
ideas.

Always keep in mind that both reading and writing require re-
visiting. Re-reading and re-writing are essential components to
understanding others' ideas in any meaningful sense. If you are’
asked to develop your own ideas in relation to others’, revision is

QuETEE

doubly important for producing high quality, critical writing. Good
ideas rarely come ready made; rather, good ideas usually develop
over time.

= Finally, before actually writing the first draft, consider developing
an outline in order to organise your ideas on paper. Many people
find that they are able to develop more and better ideas by writing
them out on paper.

2. Use your own words when relating others’
ideas: summary and paraphrase

Another characteristic that is valued in university writing is the

ability to relate other people’s ideas in your own words. Being part of

the academic community at Bilkent requires that you learn to re-

express other thinkers' ideas and theories and develop your

arguments using your own language and style.

This may be a new expectation for you. However, when you write
papers at university, you will generally be expected first to assimilate
other thinkers’ ideas and then to express these ideas in a new or
original light with your own words. At times, you may be asked to
develop new, carefully constructed ideas after having read other
people's views on a topic.

As an undergraduate, you may not make many major inventions,
scientific discoveries, or come up with a groundbreaking idea.
Nevertheless, all of us are capable of producing original thoughts,
ideas, reflections, analysis, comparisons and syntheses based on
what we hear, read, observe and learn.

Here are some tips that may help you to use your own words and
style when relating others’ ideas:

= Start writing assignments early enough so that you have time to

understand clearly what other people have written and can express
their ideas in your own words.

Lzl
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= Whenever possible, write your assignments in several drafts and
receive feedback from your professors or others, if this is appropriate.
Talking with others often helps us to see when we have misunderstood
or not fully understood an idea.

= Finally, before turning in your work, carefully review it to be sure that,
when you relate others’ ideas, you use your own style and words and
not the exact wording of the text.

Incorporating others’ ideas into your own work
There are three basic techniques for incorporating other peaple’s ideas in
your own writing:

« Summarising—a shortened version of something longer, which
presents the main ideas and most of the important points from the
original. Summaries are generally used when you are discussing the
main ideas of a long work.

= Paraphrasing—your version and the original should be approximately
the same length. Paraphrase is most often used when you are
discussing shorter passages of a longer work.

» Quoting—an exact reproduction of the author's words that is placed
between quotation marks (*...").

When are my words, my words

When you either summarise or paraphrase,
you must use not only your own words but
also your own sentence structure. You may
wish to compare the following examples.
Identical words and structures are highlighted
in bold in both examples. In the first example,
the student is able to successfully use her own
words and sentence structure in paraphrasing
the author’s text. In the second example, the
student merely changed a few key words.
Always remember that you need to use your
own words and style when writing a summary

or paraphrase.

ST

A Good Paraphrase

Original: When the Shah of Iran banned child
labour in the 1970s, the price of Persian carpets
rose, forcing Western buyers to seek new
suppliers. India became a source of cheap
carpets as tens of thousands of children were
employed in sweatshops across the
subcontinent.

Paraphrase: In the 1970s, after Iran outlawed
children from working, Persian rugs became so

expensive that Western dealers were compelled

to find alternate suppliers. India, by extensively
using child labour, was able to produce and sell
inexpensive rugs.

An Inappropriate Paraphrase

QOriginal: When the Shah of Iran banned child
labour in the 1970s, the price of Persian carpets
rose, forcing Western buyers to seek new
suppliers. India became a source of cheap
carpets as tens of thousands of children were
employed in sweatshops across the
subcontinent.

Paraphrase: When the Shah of Iran stopped
child labour in the 1970s, the price of
Persian carpets went up, forcing Western
dealers to seek new suppliers. India became
a source of inexpensive carpets as tens of
thousands of children were brought to work
in sweatshops across the subcontinent.

Ll



When should | quote?

There are many reasons why people choose to quote rather than to
summarise or paraphrase. Some of the most common reasons are:
= To highlight a focal point for your paper

= To assert facts

= To provide a representative statement of an idea

= To add authority or colour to your own writing

= To show a diversity of opinion

= To clarify a point

= To demonstrate the complexity of a problem

= To stress a point or to make it noteworthy for your readers

Whenever you use quotations in your own writing, keep the
following in mind:
= First, all quotations should be integrated into your own writing. At a

minimum, you should provide some type of short introduction to help
your readers contextualise the quotation.

= Never overuse quotations. Quotations should never be an excuse
for not writing or thinking on your own.

= Finally, be sure that the grammar of the beginning of the quotation
and your introduction fit together.

Adapted from The Scott, Foresman Handbook for Writers by Maxine
Hairston and John J. Ruszkiewicz.

3. Cite the sources you use

Finally, the most important characteristic of university writing is to
identify clearly and accurately the authors that you are using in your
writing. This rule applies whether you are summarizing, paraphrasing
or guoting. Identifying the authors that you use is usually called
“citing sources.” Citing sources fully and accurately is important both
for ethical reasons and so that your professor and others can trace
the origins of your argument. In university, the word most frequently
used for incorrectly citing other people’'s words and ideas - either
intentionally or unintentionally - is “plagiarism.” In the academic
world, plagiarism is often equated with theft.

120l

You may find it difficult to understand why writers, academics and
scientists make such a big fuss about accurate citation, but as you begin
to write as a university student you will hopefully come to understand
the rationale for these conventions.

The two most important reasons why it is important to cite properly are
reliability and honesty.

Reliability and Verification

If you've ever had the experience of someone giving you the wrong
address, then you'll have some idea of why it is essential to provide
accurate and complete information concerning the sources that you use
in your writing. People who read what you write may become interested
in a particular source and wish to go and check it for themselves.

Likewise, if you've ever used the Internet and got a "404 — Page Not
Found!" error, you'll have some idea of how your professors feel when
they cannot find a source that you've listed in your work. Providing
accurate and complete information is a mark of genuine academic and
professional writing - a mark highly appreciated by your professors and
other professionals.

Honesty

Plagiarism is being dishonest. Consider how people react when they hear
rumours that a popular singer has recorded a song and presented it as
their own, when in fact the song had been written by someone else.
Songs, like other artistic and intellectual products, represent another
person's hard work and creativity. When people falsely claim others’ work
as their own, they are being dishonest.

The same principles of honesty apply to writing. Writing represents hard
work and creativity. Think about how you would feel if someone else
received applause for an idea that actually belonged to you. Most of us
want to receive credit and recognition for our own ideas.

Many times, though, it's more than just recognition that's at stake. People
earn money by writing, careers are made by publications, and grades are
assigned based on written work. When someone uses other people’s

Lol
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words and ideas as their own, they are stealing a valuable object that
does not belong to them. :

And finally you should know that there are laws that protect
intellectual property - such as writing, sound and video recordings,
software, etc. - through copyright and patent laws much as there are
laws that protect material property. Thus, apart from being
academically unacceptable and punishable, plagiarism can result in
prosecution and legal penaities.

Specific details about how to acknowledge others’ ideas are listed
below; however, if you are unsure about how to cite information
correctly, check with your professor.

How do | indicate the sources that
I’ve used?

In texts, reports, and books, references and citations refer the reader
to other works. Writers provide references for various reasons. For
example, writers may want to give their readers more detailed
information about a topic, to indicate which sources were used or
where the data can be found, to indicate the author or source of the
information or ideas used, or to document the history of an idea, a
piece of information, or a result that had been discovered earlier.

There are many widely used ways to document sources within the
body of a text. Generally, these documentation styles vary from
discipline to discipline. Rather than providing detailed information
about all of these documentation styles, information will be provided
for two basic and simplified methods: a numbered reference method
and a writer-year method. Before turning in a paper, always be sure to
check with your professor about the citation requirement for any
papers you are required to write.

1. Citing Using Numbers:

At the end of your paper, you will need to include a numbered list of
all of the sources that you cite in your paper. This list is called a
“Works Cited" page or a “bibliography.” An example of a Works Cited
page is shown in the Basic Citation Formats for Bibliography Table.
Pay close attention to what information is necessary and the order
that the information is presented. The sources can be listed in the
Works Cited page either alphabetically or in the order in which they
were mentioned in the text. It is not acceptable to list works in a

random order since this will make it difficult to locate sources.

Within the body of your text, you can cite works
as shown below:

According to the author, “a woman must have money and a room of
her own if she is to write fiction.” [3, p. 87].

The “3" in brackets refers your reader to the reference number three
in the Works Cited page; the "p. 87" indicates that the reader will
find the quote on page 87 of that source. An alternative to using
brackets is to use superscript numbers. However, an example of this
method is not given since it is more complicated to show page

numbers using superscript numbers.




The numbers do not always need to appear at the end of the
quotation. They may also appear in any logical place, as is
shown in the example below.

The writer [3, p. 87] claims that “a woman must have money and
a room of her own if she is to write fiction."

If a reference is not to a specific page but rather refers to the
work as a whole, then the page number is not given:

Virginia Woolf's work discusses in various ways the conditions
required for women to able to do certain types of work [3].

it is possible to refer to more than one work:

Many writers have carefully examined the objectives of people
opposed to globalization [4, 6, 8-11, 14-18].

This idea is found in at least two authors [4, p. 45; 5, p. 183].

2. Citing Using Writer-Year:

An advantage to using the writer-year method is that it helps to
remind the reader where the citation comes from. An example of
a Works Cited page using the writer-year method is shown in the
Basic Citation Formats for Bibliography Table. However, please
note that in this method the references are not preceded by
numbers.

Within the body of your text, you can cite works as shown
below:

According to the author, “a woman must have money and a room
of her own if she is to write fiction” (Weolf 1939: 87).

Woolf is the author’s last name, “1939" is the year of publication,
and “87” is the page number where the citation is located.

If you are using multiple works of an author(s) published in the
same year, then you will need to make the following distinctions
1939a, 1939b, etc. The letters next to the publication year
should also appear in the Works Cited page. If the reference is.

sl

not to a particular page but to the work in general, the page number

need not be given: (Woolf 1939).

The information in parentheses does not always need to appear at the
end of the quotation. It may also appear in any logical place, as is shown

in the example below.

Woolf (1989) claims that women, who want to write fiction, must posses

a place to write and material means.

Note that if the writer's name is already used within the sentence, then it
is not necessary to repeat the name within the parentheses. However, if
the author’s name and the parenthetical information are far apart, it may
be appropriate to include the writer's name in order to prevent confusion.
If there are two writers, the two names are joined either with the “&" sign
or with the word “and”: (Woolf & Descartes 1989) or (Woolf and Descartes
1989). If three or more writers have written a work together, you should
list the name of the first writer and then add the Latin expression “et al,”
meaning “and others": (Woolf et al. 1990).

When prearing a Works Cited page using either the number or writer-year
method, it is a mark of a professional to cite all works consistently. You
will need to pay attention to the use of periods, commas, and even
spaces. You will also need to pay careful attention to the consistent use
of capitalization. For these details, be sure to carefully review the

examples included in the Basic Citation Formats for Bibliography Table.

Internet Sites which Provide Information about the Use of
Sources
http://www.lib.berkeley.edu/TeachingLib/Guides/Citations.html
http://www.bournemouth.ac.uk/using_the_library/html/
harvard_system.html
http://www.liu.edu/cwis/cwp/library/workshop/citation.htm

http://www.newark.ohio-state.edu/~osuwrite/style.htm

= APA (American Psychological Association)
http://www.wcu.edu/library/research/general/howtoguide/

apastyle_how.html :

L=l



= MLA (Modern Language Association)
http://www.bridgew.edu/depts/maxwell/mla.htm
http://www.wcu.edu/library/research/general/howtoguide/
mlastyle_how.html

» Turabian (Chicago Manual Style) .
http://www.bridgew.edu/depts/maxwell/turabian.htm
http://www.southampton.liu.edu/academic/fr_worid/prg/mantur.htm
http://www.urich.edu/~writing/wweb/tura.html

» CBE (Council of Biology Editors)
http://www.wisc.edu/writetest/Handbook/DocCBES.html

= Citing Government Sources
http://www.lib.memphis.edu/gpo/citeweb.htm

= Citing Legal Sources
http://www.law.cornel!.edu/citation/citation.table.html

s Citing Medical Sources
http://healthiinks.washington.edu/hsl/styleguides/ama.html
http://healthiinks.washington.edu/hsl/styleguides/nlm.html

Policy on Academic Honesty

Finally, remember that there are substantial consequences when you
are caught plagiarising. Bilkent University’s peolicy on academic honesty
is available at:

http://www.provost.bilkent.edu.tr/procedures/AcademicHonesty.htm

Additional information is included on page 12 of the Bilkent
Universitesi Ogrenci Kilavuzu.

Where can | get additional help?

Of course, if you need help in writing, the first person that you should
speak with is your course professor who can provide you with lots of
support. Additional support in writing and documentation can be
provided by: '

English Courses—Much information about how to summarize, _
paraphrase, and cite correctly is presented in your English courses. To
learn more, contact your English unit:

ELSU
x-5161
http://www.bilkent.edu.tr/~elsu/

FAST
x-2631
http://www.bilkent.edu.tr/~fast/fast.html

FYE
x-1461
http://www.bilkent.edu.tr/~fye

BilWrite Center—Bilkent’s Reading and
Writing Center provides one-on-one
tutorial support concerning academic
writing skills. To find out more about the
center or to make an appointment call
2652 or drop by Fen Fakultesi

A Blok Bodrum Kat B-01.
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